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About This Procedure

This procedure provides instructions for accessing andAll bulletins issued for this procedure after January 1,
operating the Information/Research Inquiry System 1998, will be available on the Internet at the NFC home
(IR1S). The following information will help you to use page (www.nfc.usda.gov).

the procedure more effectively and to locate further

assistance if needed. What Conventions Are Used

This procedure uses the following visual aids:

O Messages displayed by the system are printéelin
Primary sections, page numbering, and the amendmenics. Example: The messa@SNO Not On Data Base
process are described below: displayed.

How The Procedure Is Organized

System Overviewdescribes what the system is used for O Figure references printed in bold link the figures with
and provides related background information. the text. Example: The Salary Data scredgufe 8) is
) o _ displayed.
SystemAccessprovides access security information and ) o
instructions for accessing the system. O References to sections within the procedure are

printed in bold as shown here. Example: Sgstem
Operating Features describes the system’s design and Overview.

how to use its operating features. ) i
O Keyboard references are printed in brackets. Exam-

ThelRIS Menu gives instructions for selecting one of six ple: Press [Enter]. Press [PF6].
submenu screens or specific screens within a submen
These screens are used to display current/historica
employee payroll and personnel data.

Optional actions at the end of a processing function
are preceded by square bullets. Example:

) ) » To exit the system, press [Clear].
Instructionsfor eachsubmenuare provided under a sep-

arate heading and are covered before going to the nexp |mp0rtant extra information is identified as a note.

option on the main menu. The menu and program Example: Note: The user-ID displayed in the User-ID
screens are presented as ﬁgures within the text. field is that of the person who entered the data into the

system. For computer generated actions, the user-ID is
Pages are numbered consecutively at the bottom of eaciNF0O0O0.
page. If the procedure is amended, point pages (e.g., 3.1,
3.2, etc.) are used as needed to accommodate additionaVho To Contact For Help
pagesAll amended pages are marked at the bottom with

the amendment number and date. For questions about the system (including help with

unusual conditions or obtaining access authority), con-
If you begin receiving this procedure after it has been tact Information Center personnel&14—-255-5230.

amended, you will receive the publication with all . -
: : For questions about payroll/personnel policies and

amendments and bulletins. Remove and insert amended : : :
egulations, contact your Committee For Agriculture

pages according to the accompanying page control Char{i’ayrolI/Personnel System (CAPPS) representative.
so that your procedure is current.

. . . For questions about processing, contact the
You may occasionally receive bulletins to supplement Payroll/Personnel Operations Section at
information in this procedure. Each bulletin should be gy, 555 4630

filed in front of the procedure and retained until the
expiration date shown at the bottom of the bulletin or For questions about this procedure, contact the Direc-
until superseded. tives and Analysis Branch 8§04-255-5322
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System Overview Personnel History Data

IRIS is aninquiry only system of the U.S. Department of IRIS is also _used to query 5 years of historical personnel_
Agriculture (USDA) that replaces the Payroll/Personnel data stored in the PHIS data base. The PHIS data base is
Inquiry System (PINQ) and the History Inquiry System updated after the processing cycle each pay period to

(HINQ). It provides immediate access to at least 1 calen-nclude pqyroll/personnel actions (offic_ial ac'gion, cash
dar year of current and 5 years of historical personnel @vard, thrift savings plan, health benefits, union deduc-

data and certain payroll document history. tion activity, etc.) prqcessed for the pay period. The_se
payroll/personnel actions are retained in the current fis-

IRIS is an improved inquiry system which now cal year portion of the PHIS data base and are displayed
enhances agencies’ abilities to research inquiriesin IRIS with payroll/personnel actions processed during
received from employees and other sources. The pri-the previous 5 years. PHIS is purged at the end of each
mary enhancement of this redesigned inquiry system isfiscal year, and the data for the earliest fiscal year is
the reduction of steps required for queries of the Payroll/ moved to a separate file. This process is repeated each
Personnel Master File. fiscal year. After the data is removed from PHIS, it is no

) ) ) _ _ longer accessible to the user.
This procedure provides instructions for querying cur-

rent and historical, payroll and personnel data containedAn organization’s historical data begins to accumulate
on 3 separate data bases. They are the Payroll/Personnel IRIS as soon as it is implemented into the Payroll/Per-
data base, Personnel History Information System sonnel System. Access to history data is based on own-
(PHIS) data base, and the Name Inquiry data base. ership of the data. IRIS allows inquiry paths depending
o _ . i on the user’s identificatior{1) an owner path an@) a

The majority of the data displayed in IRIS is the result of previous owner path. The owner has access to employee
payroll/personnel transactions processed in the Payroll/ 454 for all previous and current employment with orga-
Personnel System. The data processed was enterefli;ations serviced by NFC. The previous owner has
through a remote entry system or by magnetic tape (€.9.gccess to the employee’s data only for the period of
new users’ conversion data). Other data is system genersmployment with that agency. The data from the pre-
ated from data entered by users (e.g., after the healthq g employer is transferred to the new employer when
benefit form is processed, 1 (_Enrolled) is displayed in 4 personnel action is processed that changes employing
Program IR115, Health Benefits). offices or servicing agencies. If more than two employ-
|ers existed, only the current employing agency has
access to all data; all previous owners have access to
their data only.

After data is processed in the various Payroll/Personne
subsystems, it is retrieved from the different areas of the
data base and displayed in the applicable IRIS pro-
gram(s). (For more information, s@ayroll/Personnel
subsystem®n Page 3.) IRIS does not have the capability
to update data on any of the data bases. IRIS display:
data for non-USDA departments serviced by NFC from
the time of conversion to present. If a department elects
to load its history data into the Payroll/Personnel Sys-
tem, the data is displayed in the applicable IRIS history
programs.

A personnel action processed by a gaining employer
that (1) transfers an employee from one agency to
Sanother within a department or (2) changes an
employee’s employing office or servicing agency is
duplicated and moved to the former employer’s IRIS
Personnel History record.

New and Separated Employees

Current Data A new employee must be established on the data base

IRIS contains current programs which include the latest (i.e., the accession action cleared all edits and processed
information processed in the data base. During the pro-thrOUgh PINE/PEPL) before query can be sgccess_ful.
cessing cycle, certain IRIS programs are updated asAfter an employee separates, his/her record is retained

transactions are processed. This includes one year of! the IR_IS Current Datf_i Menu programs until certain
T&A data which is adjustable. Other programs are transactions as appropriate, are processed. A separated

updated when payroll/personnel systems process. employee’s’ec_ord s retained n IRIS programs for 6 pay

periods following the processing of the last transaction
The current IRIS programs display data for the proces- (€.9., final flag on final Time and Attendance Report,
singpay period as applicable. After being processed, theseparation action, annual/compensatory leave pay-
data remains current until transactions are processed foments, etc.) and for 5 years in the history programs after
the next pay period. separation or until a data base change occurs.
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Adjustments Other Inquiry Systems

) The Payroll/Personnel System offers access to other
The Payroll/Personnel System retains 1 year of data toy;, through additional inquiry systems. The systems

fz_icilitate the automatic a_djustme_:nt of 1 year of proces- 5. future, suspense, and leave. Below is a synopsis of
sing. The data reflected in IRIS is updated when one of .5 .1y of these systems:

the following retroactive adjustments is processed: (1)
personnel action, (2) corrected Time and Attendance Future Inquiry System (FINQ). FINQ is an inquiry
Report(s), or (3) NFC initiated adjustment as a result of system containing payroll and personnel documents that
retroactive law, regulation, or policy being enacted. have been entered with future effective dates. These
When these adjustments process, the payment is revalidocuments are edited, then placed in FINQ, until the
dated (i.e., a debit and credit is initiated which recom- effective pay period’'s processing. You may (1) view
putes the original payment(s), computes the correct pay-these documents while they reside in FINQ or (2) place
ment(s), and pays or collects the difference). Thesethem in suspense to change or delete.
transactiongnust be effective no more than 1 year prior
to the processing pay period for an automatic adjust-
ment to be successful.

Suspense Inquiry and Correction System (SINQ).

SINQ is a correction and inquiry system. It is used to
correct and view payroll and personnel documents that
are held in suspense. After the document is corrected

When a late payroll document is processed, in Mostynq released from suspense, it can no longer be viewed
cases, the system will not revalidate payment for¢he SINQ.

roactive period; it will only apply the document in the

pay period in which it is processed. In those cases, FormTime Inquiry—Leave Update System (TINQ) TINQ

AD-343, Payroll Action Request, must be submitted to is a leave inquiry and correction system. Users may

NFC for the retroactive period. view leave data and correct employees’ leave records in
the data base without having to submit a leave audit to

Any adjustment over 1 year requires manual interven- NFC for correction or to submit a corrected T&A.

tion. Although manual intervention may be required to

process an adjustment, the dadsge is updated to reflect Payroll/Personnel Subsystems
the adjustment processing, as appropriate. For example
an adjustment involving back pay due beyond 1 year
requires the agency to submit Form AD-343 for proces-
sing the adjustment manually. NFC abstracts pertinent
data from the AD—343, computes the payment,nd
cesses the necessary documentation (in most cases dipthways.

NFC-29, Pay Adjustment Document) in the system SO The systems listed below are not inclusive of all the Pay-

that payment can be updated for tax and tracking pur-ro|l/Personnel subsystems but include only those that

poses. directly or indirectly reflect the data displayed in IRIS.
Following is an explanation of these systems.

Position Management System (PMSO)PMSO data
base contains position data. Agencies enter the PMSO
) ) ] data in the PMSO system. This data is linked internally
Messages are displayed during IRIS access if anjth employee data during the processingIE. IRIS

employee is not on the data base esalt of a new hire  reflects the data as processed through PINE and released
whose accession action is not in the system or is in errory, pepy

The message5SNO Not Found — Please Verify SSNO o

Or Reference IR131s displayed in these situations. ~ T&A Validation System (TIME) . TIME reads, col-
lects, edits, audits, and validates Time and Attendance

Certain messages indicate that the program being(T&A) data ”?‘F‘Sf"i“e‘j to NFC for all employees paid

accessed is not applicable to the employee (e.g., severy NFC. Additionally, TIME upd_ate_s the Payroll/Per-

ance pay program, discretionary allotment program, sonnel data base, thereby establishing the hours and type

etc.). The messagRecord Not Presents displayed. of pay for which the employee is paid. IRIS displays
T&A data during the pay period after the T&A releases

: ... from TIME.
In most cases, when scrolling through records within a

program, a message is displayed to indicate the lastPayroll Accounting System (PACS)PACS is a finan-
record has been displayed (e.4DJP Hist Records cial management data collection and reporting system.
Exhausted). It also has the capability to correct any forced release

The Payroll/Personnel subsystems are integrated
through the shared data base. All data is linked and
keyed so that informatioten be accessed randomly and

processing steps can follow data through alternative

IRIS System Messages

4
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accounting data. The Payroll/Personnel System inter- PAYE computes the employee’s gross pay, makes appli-
faces with PACS when transactions are processed. Theable deductions, applies adjustments from ADJP,
accounting data obligated for the transaction is dis- develops the net amount due, and prepares data for sub-
played in IRIS during the pay period as appropriate.  sequent issuance of a salary payment by Treasury. This
o ) - _ system updates the data base during the weekend prior
(ABCO) ABCO involves the administrative b|”|ngs well as emp|0yee’s leave. PAYE also prepares a state-
and collections function of each Department serviced ment of earnings and leave for all pa|d emp'oyees each
by NFC. Bills are required as a result of errors made by pay period' reﬂecting the current payment’ p|us year-to_

vendors, field units, employees, etc., which result in gate data on earnings, deductions, leave, bonds, adjust-
erroneous payments or overpayments by NFC. Mostments, retirement, etc.

administrative billings are on a one-time basis with o _ _
some accounts being liquidated by partial payments.A significant feature of the PAYE process is the inter-
Those liquidated by partial payments may be through face with the Travel System. This interface provides the

payroll deductions. I$o, a receipt account is established means for effectively collecting outstanding travel

and deductions are made each pay period. advances and also provides a means for updating trans-
fer of station allowances that must be shown on the

Adjustment Processing System (ADJR)The ADJP W-2.

System provides for automatic handling of a variety of )

payroll adjustments. This system processes adjustment&AYE also processes the deductions for Federal and

for corrected Time and Attendance (T&A) reports and state taxes, savings allotments, bonds, chantable_con-

late personnel actions effective up to 1 prior year. When tributions, uniordues, etc. and reports to the appropriate

this system processes, the adjustment programs in |R|§)rganization. PAYE builds and maintains data for prepa-
reflect the transactions. ration and report of W—2's at the end of the earnings

year. IRIS displays the employee transactions processed
Payroll/Personnel Edit (PINE). PINE edits and audits  through PAYE.
all payroll and personnel documents. It builds a sus-
pense file for correcting current and future actions. Doc-
uments release from PINE to PEPL.

Bi-Weekly Examination Analysis and Reporting
(BEAR). BEAR generates a “system sweep.” It closes
out the prior pay period and sets up the current pay

Personnel Processing System (PEPLRPEPL performs period for payroll/personnel reIa'Fe_d i_nformation. This
the update function of the personnel areas of the dataSyStem generates any type of notification that will affect
base. All documents passing validation through PINE @n employee’s payroll/personnel data base. IRIS dis-
are processed through PEPL for necessary update oPlays transactions processed through BEAR.
modification of data base elements. PEPL retains per-

sonnel transactions that have processed and applied t®Reports

the data base. The data is retrieved during the pay period ) o o

from PEPL and displayed in IRIS. PEPL also produces a!RIS is an inquiry system used to query individual
log of all transactions applied to the data base as well a¢mployee data. To query groups of employee data, use

utilization statistics and management reports. the report generator systems: CULPRPT, to request pre-
defined reports, or FOCUS, to request ad hoc reports.

Payroll Processing System (PAYE)PAYE is the heart  For FOCUS reporting, select Option 1, Payroll/Person-
of the integrated Payroll/Personnel System. It performs nel Systems on the FOCUS Main Data Base menu. The
the complicated computation routines required to pro- following files are used to generate FOCUS reports
duce net salary data for disbursement and transmissiorfrom the Payroll/.Personnel data base: (1) Salary/Per-
to Treasury. In addition to creating disbursement data, sonnel (SALPERS), (2) Payroll/Personnel (PAYPERS),
PAYE also creates accounting records that are processe) Time & Attendance, or Personnel History (PER-
and reported through PACS. HIS).
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System Access 2 At the Application prompt, the user then keys in
IRIS.
This section provides access security information and _
gives specific sign-on/sign-off instructions. 3 TOP SECRET validates the user ID, password, and

access authorization to IRIS.
Security And Remote Terminal Usage L o
4 Upon verification/validation othe user ID and pass-
Access security is designed to prevent unauthorized useword, the user is logged onto the NFC mainframe com-
of systems and databases. For information about accesputer and into IRIS.
security, including user identification numbers (user
ID’s), passwords, and obtaining access to a speyific 5 IDMS security controls are then checked. The user
tem, see the Remote Terminal Usage procedure, Titlemust be established in the data dictionary (the user
VI, Chapter 2, Section 1. record name is the same as the ACID name) in order to
proceed.
To access IRIS, you must (1) have authorized security
clearance and (2) use a terminal or personal compute6 Security classes are assigned to all 300 series
that is connected through your telecommunications net-screens. To execute these restricted data screens in IRIS,
work to the mainframe computer located at NFC. For in- the user must be assigned the proper security class in the
formation about connecting and disconnecting from data dictionary.
your telecommunications network, see the instructions
that are provided with your specific network. 7 The user is allowed to execute the IRIS program
which will perform his/her assigned function as long as
Security Access his/her security access for the program match.
The following information describes the security envi- 8 The TOP SECRET profiles are used to determine if
ronment at NEC. the user can access the subschema where the data is
stored.The TOPSECRET user’s permissions are read to

Security Software.System security at NFC is managed determine if access is allowed.

by TOP SECRET, a commercial access control package . - .
operated in an OS—390 environment. TOP SECRET 9 The SAC is used to verify if access is to be granted to

provides protection for datasets, library programs, a particular record. The primary SAC entry path is:

input/output devices, and most system resources. It alsg ] _
controls access to data processing resources and facili-SAC'PN.DDYYXXXXXXXX’ where N=5 for
ties through a three-step process as follows: Agriculture users
or N=7 for Treasury users,

1 TOP SECRET validates the user to determine if he/ or N=6 for Non-Agriculture/Non—Treasury users
she is authorized to use IRIS. The user’s logon acces
(user ID and password) is validated during the logon
process.

In the primary SAC entry path, DD=Department and
YYXXXXXXXX is the organizational structure.

) , . The alternate SAC entry path is:
2 TOP SECRET confirms that the user is authorized to gpc- ONDDYYXXXXXXXX, where N=5 for

use the requested facility. Agriculture users

) ) ) ) or N=7 for Treasury users,

use the requested resources.( datasets, programs,
transactions, database subschemas, Security Acces$, the alternate SAC entry path YY=Agency and
Code (SAC), etg. XXXXXXXX is agency defined.

Validation Process.To facilitate user access to NFC-  The SAC entry in the users TOP SECRET profiles are
maintained systems, significant interaction/interface read to determine if the access should be allowed.
among software packages is necessary to control access.
This interaction is transparent to the u3ére following Note: Steps 5 through 9 are transparent to the user.
steps occur during a sign-on to IRIS.

Requests For IRIS AccessUsersmust request access
1 The user is prompted to enter his/her user ID andthrough their agency’s security office. The request for
password. access should provide the following information:
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e User Name

e User Social Security Number
e UserID

* Agency Name

* User Access Request Level

Current Data screens and ADJP History Data
screens

Restricted Data screens

Personnel History screens

All screens

e Telephone Number

* Application Name (IRIS)

Payroll/Personnel Manual
Information/Research Inquiry System

Enter User ID (required, alphanumeric field;
max. of 8 positions)Key in your assigned user ID
(e.g.,NF999). Press [Tab].

Password (required, alphanumeric field; 6 to
8 positions) Key in your password. Your password is
not displayed on the screen. Press [Tab].

New Password(alphanumeric field; 6 to 8 posi-
tions). If your current password expires, key in a new
password. Press [Tab]. You may change your password
any time but not more than once a day.

Enter Application Name (required, alphanu-
meric field; max. of 9 positionsiKey in IRIS and press
[Enter]. The IRIS Menu is displayed, except when NFC
needs to communicate special system function mes-
sages. In this case, the Electronic Access Bulletin Board
is displayed. Read the message(s) shown and press

Note: The access level requested for the user should bdENter]l- The NFC MenuRgure 2) is displayed.
based on the individual's assigned work requirements Ngte: \When signing on, before you display the system’s

and job functions.

Sign-On

main menu, you may select Option 8, Directives Bulle-
tin Board, on the NFC Menu to view additional mes-
sages related to payroll/personnel systems. (See Title
VI, Systems Access Manual, Bulletin 94-1, Directives

To sign on, connect to your telecommunications net- g iietin Board. dated January 24, 1994).

work to display the NFC banner scre@igure 1) on

your terminal. Then respond to the prompts as follows: Instructions for using the IRIS Menu begin on page 11.

SNAMOD?2 T3134605 PF1=HELP
= 3 TR
NNN“NN“N%NW FEEEEEEEEE cstbsegee

Welcome to the National Finance Center
Office of Finance and Management =
United States Department of Agriculture =

== ENTERUSERID =
ENTER APPLICATION NAME = [4]]

PASSWORD =[2]
OR PRESS ENTER FOR NFC MENU

For Authorized Use Only

NEW PASSWORDE] ==

Figure 1. NFC Banner Screen
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XXIXXIXX SNAMOD2 NFC MENU T3134806 15:12:50 CT ==

—= SELECT ONE: ==

. PAYROLL/PERSONNEL SYSTEMS ==

. FINANCIAL INFORMATION SYSTEMS ==

. PROPERTY MANAGEMENT INFORMATION SYSTEMS ==

. ADMINISTRATIVE INFORMATION SYSTEMS ==

. DEVELOPMENT SYSTEMS <NFC ONLY> ==

. DATA BASE TEST SYSTEMS <NFC ONLY> ==

. MISSION ASSIGNMENT TRACKING SYSTEM <GAO ONLY> -—=

. DIRECTIVES BULLETIN BOARD ==
ENTER APPLICATION NAME OR SELECTION NUMBER ==> PF11 = EXIT ==

|
|
W ~NOUIRAWNE
|
|

MESSAGE BOARD ==

Figure 2. NFC Menu

Sign-Off mainframe, you are automatically disconnected after
your terminal is inactive for a short time.

To exit IRIS, press [Clear] at any screen. The Enter Next

Task Code prompt is displayed. Keyhiye(see Figure

3) and press [Enter].

The NFC Menu is displayed. You are now disconnected Enter Next Task Code
from the system. However, you are still connected to the
mainframe and may select another application from the

NFC Menu.

bye

To disconnect from the mainframe, press [PF11] or a
compatible function key. The NFC banner screen is dis-
played. If you do not intentionally disconnect from the Figure 3. Enter Next Task Code Prompt

8.1
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Operating Features To obtain a Help screen for a data elemé&iguge 4),
position the cursor with the arrow keys on the data por-

This section describes the system’s design and operatingion of the element in question and press [PF5]. A help

features. screen is displayed that provides a description of the
data element and/or a list of the valid values for that ele-
System Design ment. This data is reflected as it appears in the Data Dic-

tionary. Press [Enter] to return to the original screen.
IRIS is a menu driven inquiry only systemcdinsists of Descriptions of the data element help screen fields are
a main menu with 6 submenus. Each submenu containgrovided below:
several individual programs pertaining to the subject

matter of that particular submenu of IRIS. Field Screen NameDisplays the data element name as

it appears on the screen.
IRIS allows the user to transfer to any screen within the
system by keying in the Program Number at the Screen

prompt. To return to the main menu or a submenu, the
[PF1] key is used. IDMS Data Name.Displays the data element name as it

is stored in the record on the data base.

Screen.Displays the screen number that the data ele-
ment appears on.

IRIS also allows multiple SSN's to be researched with-
out exiting a screen. To reenter a SSN on the sameVersion. Displays the database version of the data ele-
screen, position the cursor in the SSN field, key in the ment.

nextSSN, and press [Enter]. The screen with data for the ppMs Record. Displays the database record from

new SSN is displayed. which the data element comes.

Format. Displays the IDMS data format.

) o FOCUS Data Name.Displays the FOCUS name for the

The Glossary is an online list of data element names andyata element.

identifies the corresponding Integrated Data Baae-

agement System (IDMS) element name and the IRI

program on which the element is displayed. To display Format. Displays the FOCUS format.

the Elossary,_ presrs]_ [PFe]. 'I;jhed(iloss.z%rr)rq_lsfalso mC.IUdedData Definition. Displays the definition of the data ele-

ast eApper;dlx to tI lslproce ureNote: This feature IS et |f the description of a data element exceeds the

not currently available. space allowed on the Help Screen, you should refer to
the Glossaryin Appendix A for the complete definition.

Glossary

gAlias. Displays the FOCUS alias for the data element.

Help Screens . ,
P To obtain a Help screen for a particular program

Help screens are available for the IRIS Main Menu, each (Figure 5), position the cursor with the arrow keys on the
submenu, and each program within IRIS. Additionally, SSNO field and press [PF5]. A help screen is displayed
help screens are provided for each data element on eacthat provides a description of the IRIS program screen.
screen. Press [Enter] to return to the original screen.

IRIS ELEMENT INFORMATION SCREEN IROO00E
ENTER=RETURN

FIELD SCREEN NAME AG SCREEN IR101
IDMS DATA NAME  ORG-STRUCTURE-CODE-AGCY VERSION 0003
IDMS RECORD SALARY FORMAT X(02)

FOCUS DATA NAME ORG_AGCY ALIAS P011005C0071 FORMAT AO02

DATA DEFINITION
ORGANIZATIONAL STRUCTURE CODE (AGENCY)
THE FIRST LEVEL OF THE ORGANIZATIONAL STRUCTURE CODES IDENTIFIES
THE AGENCY, BY CODE, AS ASSIGNED TO THE DEPARTMENT OF AGRICULTURE
BY OFFICE OF PERSONNEL.

Figure 4. IRIS Element Information Screen
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XXIXXIXX IROO0O0H

ENTER=RETURN

THE SALARY DATA SCREEN, IR101, CONSISTS OF SALARY INFORMATION FOR THE CURRENT
PROCESSING PAY PERIOD.

TO INQUIRE, ENTER A SSNO AND AGENCY (OPTIONAL) AND PRESS ENTER. TO MAKE
ANOTHER INQUIRY, ENTER A NEW SSNO AND PRESS ENTER. TO TRANSFER TO ANOTHER
SCREEN, ENTER SCREEN NUMBER AND PRESS ENTER. TO VIEW SCREEN ELEMENT
DEFINITIONS, USE THE ARROW KEYS TO POSITION THE CURSOR ON THE DATA PORTION

OF THE ELEMENT FIELD AND PRESS PF5. DETAILED INFORMATION FOR THAT ELEMENT
WILL DISPLAY. TO RETURN TO ORIGINAL SCREEN, PRESS ENTER. SCREEN FUNCTIONS

(PFKEYS) ARE AT THE BOTTOM OF THE SCREEN.

Figure 5. Program Help Screen

Function Keys

Your keyboard includes:

* Program function keys ([PA], [PF], [F], etc.), used to
execute functions and display specific screens in the®
system

e Other function keys ([Enter], [Clear], etc.)

For instructions on your equipment usage for these keys,
see the manufacturer’s operating guide or consult your

PERHIS Handicap RNO Data, and IR314, PERHIS
SES Performance Data

NOA Literal on IR525, Personnel Actions Summary

Financial Institution Address on IR110, Financial
Allotment, IR120, Thrift Savings Loans, 1R124,
Address/Check Information, IR306, Child Support &
Alimony, and IR524, PERHIS Address/Check Infor-
mation.

agency ADP staff. Used to display co-owner data on IR108,
) : ) . PF3 | | Bonds.
The special functions of these keys in IRIS are displayed
at the bottom of each screen. Descriptions are provided
below: Used to display the Help screen.
Key Functions PFS
Used to display the IRIS Main Menu or Sub-
PF1 | | menu. Used to display the Glossary.
PF6
Used to display the following:
PE2 Used to Page Up (to display the previous
PF7 | | screen within a program).
* Organizational code description on IR101, Salary )
Data, IR122, SF-50B Data Elements, IR201, Salary Used to Page Down (to display the next
Data Transaction, IR222, SF-50B Data Elements | | PF8 | | screen within a program).
Transaction, IR501, PERHIS Salary Data, and
IR522, PERHIS SF-50B Data Elements . .
Used to display the next agency transaction
* Bond owner data on IR108, Bonds PF11| | historyrecords on the transaction history pro-
e Screen 2 on IR135, Severance Pay Computation grams (Series 200).
* The nature of action literal on IR125, Personnel : .
Acti S d1R225. P T i Used to display a previous record and used to
H(': |tons ummary, an » Cersonnet fransaction | oy, display the previous agency transaction his-
Istory tory records on the transaction history pro-

¢ Restricted data screens on IR205, State Tax Transac-
tion, IR211, Charitable Contribution Tran, IR302,

10

grams (Series 200).



Clear

Enter

Tab
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Used to exit the system.

Used to inquire or transfer to another screen,
to scroll through multiple records, to return

to the beginning of the list on IR525, and for a
continuation of rate records on IR139, Com-
pensatory Leave & Rate.

Used to move the cursor from field to field.

Chapter 15

Used to move the cursor up from line to line.

Used to move the cursor down from line to
line.

Used to move the cursor to the right from
position to position within a field.

Used tomove the cursor to the left from posi-
tion to position within a field.

10.1
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IRIS is divided into 6 sections called submenus. Each
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Inquiry System Chapter 15

Certain data displayed in this submenu may also be dis-
played in the Current Data Menu.

submenu contains a different category of data with the ©00 Personnel History Menu.Used to view salary
applicable programs within that submenu. After you ac- and personnel history data obtained from the Personnel

cess the Main MenuF{gure 6), 6 available options are
displayed.

Below is a brief description of each option.

100 Current Data Menu. Used to view current data

History Information System Data Base. Data is main-
tained for 5 years for separated employees.

600 Name Employee Inquiry Used to view employee
data obtained from the Name Employee Data Base. This
screen allows research by employee name, instead of

which is obtained from the Payroll/Personnel Data SSN. Data is maintained for 5 years.

Base. This data consists of salary and personnel records
and the records associated with them.

To query a program at the IRIS Main Menu, follow one

of the methods below:

200 Transaction History Menu.Used to view histori-

cal data obtained from the Payroll/Personnel Data Base*
This data consists of ADJP History data and the records
associated with it. The data is maintained for 1 year in
this area.

300 Restricted Data Menu.Used to view sensitive ¢
data which can be from any one of the three data bases
(Payroll/Personnel Data Base, Personnel History Data
Base, and Name Employee Data Base). The data fields
in this area have been designated sensitive data. This
menu includes data for child support/alimony, union
dues, and race/national origiNote: Only authorized
users have access to these programs.

400 Payroll Data Menu.Used to view payroll data by
pay period which is obtained from the Payroll/Personnel

Key in the social security number (SSN), the agency
code, the screen number and press [Enter]. The
selected program is displayed with the employee’s
data. This method bypasses the submenu.

Use the tab key, position the cursor on the Screen/
Menu field and key in the menu number. The screen
displays all of the programs available within thiaib-
menu. Key in the SSN and the agency code and press
[Enter].

Thereare 2 help screens available on the Main Menu. To
display a help screen that provides instructions for
accessing a submenu or a specific progreigule 7),
presgPF5] on the SSN, Agency, or Screen fields. To dis-
play a help screen that provides instructions for acces-

Data Base. The current pay period and 25 prior pay peri-sing a submen(Figure 8), press [PF5] on the submenu
ods are available by designating requested pay periodsnumber.

IIII“IIIII
1] SSN 000000000

1]
I >>100 CURRENT DATA MENU

I >>500 PERSONNEL HISTORY MENU
“ >>600 NAME EMPLOYEE INQUIRY
IIII“IIIII
SSSSSSSSSSS
ggSSSSSSSSS
SSSSSSSSSSSSS

AND PRESS EN

PF5 = HELP PF6 = GLOSSARY

** INFORMATION/RESEARCH INQUIRY SYSTEM ** XX/XX/XX IR000
SCREEN/MENU 000

ssRRR}I;II;RRR >>200 TRANSACTION HISTORY MENU
ssRRESRRRR >>300 RESTRICTED DATA MENU
RR RR >>400 PAYROLL DATA MENU

ENTER SCREEN NUMBER_I(%SRNO/AGENCY OPTIONAL)

Figure 6. IRIS Main Menu

11
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XXIXXIXX

IROO00H
ENTER=RETURN

THIS IS THE MAIN MENU FOR THE IRIS SYSTEM.

TO INQUIRE DATA WITHIN THE IRIS SYSTEM,

ENTER A SSNO (OPTIONAL), AGENCY (OPTIONAL) AND SCREEN NUMBER
OR, TO GO DIRECTLY TO A SCREEN, ENTER THAT SCREEN NUMBER,
AND PRESS ENTER.

Figure 7. Main Menu Help Screen 1

00H

XXIXXIXX IROO
ENTER=RETURN

THIS IS THE 100 SERIES SUBMENU FOR THE IRIS SYSTEM.

THE SCREENS IN THIS SUBMENU DISPLAY DATA STORED ON

THE PAYROLL/PERSONNEL DATABASE AND ARE CURRENT THROUGH
THE LAST PROCESSED PAY PERIOD AND LAST PASS OF PINE.

— TO GO DIRECTLY TO ANY SCREEN IN IRIS, ENTER A
A SSNO (OPTIONAL), AGENCY (OPTIONAL) AND SCREEN
NUMBER AND PRESS ENTER.

Figure 8. Main Menu Help Screen 2

12
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Dates & Misc Pers DataDisplays general per-

sonnel and salary data.

The Current Data MentFigure 9) is Option 100 on the
IRIS Main Menu Figure 6). This option consists of 2
screens and provides a menu of 46 programs that are

used to view current payroll/personnel data as it applleslo4-
in the data base during the pay period and remains until{ g5

106.
107.

changed. To display the second scrégégu(e 10), press
[PF8]. The second screen displays a continuation of the
options available on the Current Data Menu.

103.

Salary YTD Data.Displays year-to-date calcula-

Federal Tax.Displays Federal tax data.
State TaxDisplays state tax data.

City Tax. Displays city tax data.
County Tax.Displays county tax data.

To select the Current Data Menu, position the cursor 108. Bonds.Displays bond data.

with the arrow key on Menu Number 100 on the IRIS 109.
Main Menu Figure 6) and press [Enter].

Allowances/COLA/Post Diff. Displays allow-
ance data.

110. Financial Allotment. Displays data for up to two
financial allotment records.

Below is a brief description of each program:

101. Salary Data. Displays an employee’s position
related information and salary record and personnel111. Charitable Contribution. Displays data for up to
records associated with it.

two charitable contribution records.

CURRENT DATA MENU XXIXXIXX IR100

SSN 000000000 SCREEN 000

101 SALARY DATA 116_LIFE INSURANCE

102 DATES & MISC SAL/PERS DATA 117 RETIREMENT DATA

103 SALARY YTD DATA 118 THRIFT SAVINGS DATA

104 FEDERAL TAX 119 THRIFT SAVINGS PLAN FUNDS

105 STATE TAX 120 THRIFT SAVINGS LOANS

106 CITY TAX 121 THRIFT SAVINGS RETRO PAYMENTS

107 COUNTY TAX 122 SF-50B DATA ELEMENTS

108 BONDS 123 PERSONNEL SUPPLEMENTS

109 ALLOWANCES/COLA/POST DIFF 124 ADD ESS/CHECK INFORMATION
110 FINANCIAL ALLOTMENT 125 PERSONNEL ACTIONS SUMMARY
111 CHARITABLE CONTRIBUTION 126 LAST PAYROLL ACTION

112 DISCRETIONARY ALLOTMENT 127 DETAIL ASSIGN/TEMPORARY PROMOTION
113 FLEXFUND 128 RETAINED GRADE DATA

114 RECEIPT ACCOUNTS 129 INTERMITTENT

115 HEALTH BENEFITS 130 EDUCATION AND CERTIFICATE

ENTER SCREEN NUMBER(SSNO/AGENCY OPTIONAL) AND PRESS ENTER
F1 = MAIN MENU PF5=HELP PF8=PG/DWN ENTER =TRANSFER CLEAR =EXIT

Figure 9. Current Data Menu, Screen 1

CURRENT DATA MENU CONTINUED XXIXXIXX IR1001

SSN 000000000 SCREEN 000

SSNO CHANGE DATA
SEPARATION INFORMATION
SEPARATED LEAVE

SEVERANCE PAYMENT
SEVERANCE PAY COMPUTATION
ANNUAL/SICK LEAVE

RESERVED FOR FUTURE USE
OTHER LEAVE

COMPENSATORY LEAVE AND RATES
140 NON PAY LEAVE

RESERVED FOR FUTURE USE

AWARDS

TIME OFF AWARD DATA
PROCESSING INDICATORS
DEMONSTRATION PROJECT DATA
BUILDING LOCATOR INQUIRY

ENTER SCREEN NUMBER (SSNO/AGENCY OPTIONAL) AND PRESS ENTER
F1=MAIN MENU PF5=HELP PF7=PG/UP ENTER =TRANSFER CLEAR =EXIT

Figure 10. Current Data Menu, Screen 2
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112. Discretionary Allotment Displays discretionary  135. Severance Pay ComputatiorDisplays the for-
allotment data. mula used to compute an employee’s severance pay-

113. Flexfund Displays flexfund data. ments.

136. Annual/Sick Leave. Displays data associated
with annual leave, sick leave, annual leave restored,
115. Health Benefits.Displays Federal and non Fed- U.S. Attorney leave, and donor leave.

eral health benefit data.

114. Receipt AccountsDisplays receipt account data.

137. Reserved For Future Use
116. Life Insurance Displays Federal and non Federal

o 138. Other Leave Displays data associated with mili-
life insurance data.

tary leave, home leave, shore leave, administrative
117. Retirement Data Displays retirement data for leave, and credit hours.

Civil Service Retirement, Federal Employees Retire- 139 Compensatory Leave and Rate®isplays data

ment System, and others. associated with compensatory leave and applicable
118. Thrift Savings Plan Data.Displays Thrift Sav- rates.

ings Plan data. 140. Non Pay LeaveDisplays data associated with
119. Thrift Savings Plan FundsDisplays Federal and ~absence without leave, leave without pay, suspension,
Non Federal Thrift Savings Plan fund data. and other non pay leave categories.

120. Thrift Savings Plan LoansDisplays Federal and 141. Reserved For Future Use.
Non Federal Thrift Savings Plan loans data for up to four 142. Awards.Displays cash award data.

loan records. 143. Time Off Award Data. Displays time off award

121. Thrift Savings Retro PaymentsDisplays Thrift data.

Savings Plan collections made. 144. Processing IndicatorsDisplaysvarious types of

122. SF-50B Data Elementdisplays personnel data. data used for processing salary and personnel docu-

123. Personnel SupplementsDisplays general per- ments.

sonnel data. 145. Demonstration Project Data. Displays data

124. Address/Check Information Displays the associated with a demonstration project.

employee’s residence address and check distribution146. Building Locator Information. Displays data
information . pertaining to a General Accounting Office (GAO)

. . . employee’s office location.
125. Personnel Actions SummaryDisplays a listing pioy

of personnel actions processed in the last year. To select an option from the Current Data Menu, follow
126. Last Payroll Action. Displays a listing of the last ~ ©N€ of the methods below:

payroll actions applied. * Key in the social security number (SSN), the agency
127. Detail Assign/Temporary Promotion.Displays code (optional), the screen number and press [Enter].
current detailed position data and temporary promotion 1he program selected is displayed with the
data. employee’s data.

128. Retained Grade DataDisplays save grade data. or

129. Intermittent. Displays intermittent employee ° Keyin the screen number in the Screen field and press
counters for days and hours worked for service com- [Enter]. A screen with no data is displayed. Enter the

putation purposes. social security number and agency codg (o_ptional)
_ - ) . and press [Enter]. The program selected is displayed
130. Education and Certificate. Displays additional with the employee’s data.

educational level and certification information.

131. SSNOChange DataDisplays changes made to an Instructions follow for viewing programs on the Current

employee’s social security number. Data Menu.
132. Separation Information.Displays employesep- There is a help screen available for each Current Data
aration information. Menu programFKigure 11 andFigure 12). To access the

help screens, press [PF5] on the SSN, Agency, or Screen
field of the Current Data Menu, Screen 1 or Screen 2.
These help screen(s) provide information on the 100
134. Severance PaymentDisplays severance pay series submenu and give instructions for accessing any
information. screen in IRIS.

133. SeparationLeave.Displays leave information for
separated employees.

14
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IROO00H
ENTER=RETURN

THIS IS THE 100 SERIES SUBMENU FOR THE IRIS SYSTEM.

THE SCREENS IN THIS SUBMENU DISPLAY DATA STORED ON

THE PAYROLL/PERSONNEL DATABASE AND ARE CURRENT THROUGH
THE LAST PROCESSED PAY PERIOD AND LAST PASS OF PINE.

— TO GO DIRECTLY TO ANY SCREEN IN IRIS, ENTER A
A SSNO (OPTIONAL), AGENCY (OPTIONAL) AND SCREEN
NUMBER AND PRESS ENTER.

Figure 11. Current Data Menu (Screen 1) Help Screen

IROO00H
ENTER=RETURN

THIS IS THE CONTINUATION OF THE 100 SERIES SUBMENU FOR THE IRIS SYSTEM.
THE SCREENS IN THIS SUBMENU DISPLAY DATA STORED ON
THE PAYROLL/PERSONNEL DATABASE AND ARE CURRENT THROUGH
THE LAST PROCESSED PAY PERIOD AND LAST PASS OF PINE.

— TO GO DIRECTLY TO ANY SCREEN IN IRIS, ENTER A
A SSNO (OPTIONAL), AGENCY (OPTIONAL) AND SCREEN
NUMBER AND PRESS ENTER.

Figure 12. Current Data Menu (Screen 2) Help Screen
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Salary Data (IR101) employee’s salary record and personnel records
associated with it.

Salary DatgFigure 13) is Pgm. No. 101 on the Current The data displayed on this program was entered through
Data Menu ¢ and 10. This program displays an PACT and PMSO.

SSN 000000000 AG * SALARY DATA * XXIXXIXX IR101

SCREEN 000 NAME

DEPARTMENT CODE POI 0000 ADJUSTED SALARY .00
ORG STRUCTURE CODE SCHEDULED SALARY .00
00 00 0000 00 00 00 00 GEOGRAPHIC ADJ RATE .00

POSITION TITLE SALARY RATE CODE
LOCALITY TABLE CODE

POSITION TITLE CODE GEOGRAPHIC ADJ PERCENT .0000
PAY PLAN/GRADE/STEP 00 00 PAY RATE DETERMINANT CODE
MR/IP NUMBER PAY TABLE CODE
OCC SERIES/FUNCTION CODE 0000 00 LEO INDICATOR
DUTY STATION CODE 0000 000 FAIR LABOR STANDARDS CODE

CITY/ST FEGLI COVERAGE CODE

COUNTY RETIREMENT COVERAGE CODE
DOCUMENT DESCRIPTION CODE PAID STATUS CODE 0
SEPARATION ACCESSION TYPE 0

DOCUMENT EFEFECTIVE DATE 00 00 00 FREQUENCY PAID CODE 0
DOCUMENT BATCH PP 00 YRO EARNINGS LIMITATION CODE
PERS ACTION EFFECTIVE NOA 1ST 000 00000
PERS AUTH DATE 00 0000 NOA 2ND 000 00000
ACCT STATION CD 0000 LOCATION CD 0 PMSA CODE CMSA CODE
PLEASE ENTER SSNO AND PRESS ENTER 1400

F1=SUB MENU PF5 = HELP ENTER = INQUIRY CLEAR = EXIT

Figure 13. IR101, Salary Data
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Dates & Misc Sal/Pers Data (IR102) view the data displayed on ScreenFgy(re 15), press
[PF8]. To return to the previous screen, press [PF7].

Dates & Misc Sal/Pers Datgigure 14) is Pgm. No. 102

on the Current Data Men®igure 9 and10). This pro- The data displayed on these screens was entered through

gram displays general salary data and associated dateBMSO, PACT, PRES Programs DP120 and DP124, and

for an employee. This program contains 2 screens. TOPC-TARE (or other T&A entry system).

SSN 000000000 AG * DATES & MISC SAL/PERS DATA * XXIXXIXX IR102

SCREEN 000 NAME

ENTERED PRESENT GRADE 00 00 00 TYPE OF APPOINTMENT CODE 00
SCD WGI 00 00 00 WORK SCHEDULE

LAST RECORD WGI 00 00 00 TOUR OF DUTY HOURS .00

DATE SCD RETIRE 00 00 00 ALTERNATE WORK SCHEDULE 0
LAST ADJ SCD RET 00 00 00 SEASONAL STATUS QUO 0

DATE SCD RIF 00 00 00 SPECIAL EMPLOYEE CODE 00

LAST ADJ SCD RIF 00 00 00 CURRENT EMPLOYMENT STATUS 0
DATE SCD LEAVE 00 00 00 SPECIAL EMPLOYMENT PROGRAMS CD
LAST ADJ SCD LEAVE 00 00 00 BARGAINING UNIT STATUS 0000
DATE 6C RETIRE 00 00 00 POSITION SUPERVISORY CODE 0

DT RETENTION ALLOW _ 00 00 00 UNIFORM SERVICE STATUS 0
SERVICE AGREE EXPIRE 00 00 00 EMPLOYEE TYPE

DATE LONGEVITY 00 00 00 PROFESSIONAL CATEGORY

LONGEVITY PERCENT .00 UARTER DED CODE 0 RATE .00

TDY POST DIFFERENTIAL OSITION SENSITIVITY CODE

COPR STATUS CHANGE IN TENURE 00 00 00
APPOINTMENT DATE 00 00 00 CONVERSION CAREER TENURE 00 00 00
DATE AGENCY EOD 00 00 00 CAREER PERM TENURE STARTS 00 00 00
DATE ENTERED POI 00 00 00 CAREER PERM LAST RECORDED 00 00 00
PLEASE ENTER SSNO AND PRESS ENTER 1400

PF1=SUB MENU PF5=HELP PF8=PG/DWN ENTER =INQUIRY CLEAR =EXIT

Figure 14. IR102, Dates & Misc Sal/Pers Data (Screen 1)

SSN 000000000 AG  * DATES & MISC SAL/PERS DATA (CONT) * XX/XX/XX IR1021
SCREEN 000 NAME

DATE SES RECERT 00 00 00 AUO CHANGE CODE 0

ENTERED TOUR DATE 00 00 00 AUO PROJECTED ANNUAL AMOUNT .00
SUPV MANAGER PROBATION PERIOD REQ 0 AUO LAST CHANGE DATE 00 00 00
SUPV MANAGER PROBATION BEGIN 00 00 00 AUO STANDBY PERCENT

PROBATION PERIOD STARTS 0000 00 AUO STANDBY HOURS WEEK (1) 00 (2) 00
PROBATION LAST RECORDED 00 00 00 ANNUITANT SHARE AMOUNT

NON PAY NTE 00 00 00 ANNUITANT INDICATOR

PROMOTION NTE 00 00 00 SALARY SHARE CODE 0
APPOINTMENT NTE 00 00 00 SALARY RATE OVERTIME  HOLIDAY
APPOINTMENT LIMITATION CODE 0 PRIMARY FUND CODE 00

EXP APPOINTMENT LIMIT REPORT COOP EMPLOYEE CONTROL CODE 0
EXP APPOINTMENT LIMIT PP 00 YR 00 COOP SHARE AMOUNT .00
SERVICE YEAR START DATE 0000 00 COOP RT OVERTIME .00 HOLIDAY .00
APPOINTMENT HOURS DAYS DOLLAR UNIFORM SERVICE RETIRE COLA .00

TOTAL .00 000 .00. SEVERANCE PAY CODE 0
BALANCE .00 000 .00 EARNINGS LIMITATION EX/SES .00
WAGE BOARD AREA CODE

WB SHIFT 2 .003 .00 VAR .00

ENVIROMENTAL DIFFERENTIAL RATE _ .00

PLEASE ENTER SSNO AND PRESS ENTER 1400

PF1=SUB MENU PF5=HELP PF7=PG/UP ENTER =INQUIRY CLEAR =EXIT

Figure 15. IR102, Dates & Misc Sal/Pers Data (Screen 2)
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Chapter 15 Information/Research Inquiry System
Salary YTD Data (IR103) PACT and PC-TARE (or other T&A entry system)
entries.

SalaryYTD Data €igure 16) is Pgm. No. 103 on the Cur-

rent Data MenuRigure 9and10). This program displays Federal Tax (IR104)

year-to-date calculations. Year-to-date calculations are zgyeral TaxRigure 17) is Pgm. No. 104 on the Current

displayed for gross pay, base pay, Thrift Savings Planpaia Menu Eigure 9 and10). This program displays an

base_ pay, .HI.TS. (Medicare), OASDI (Social S_ecunty), employee’s Federal tax data. Information displayed

earnings limitation, overpay carryover, premium pay, jncjydes the number of exemptions, extra deductions,

and Customs Officers Pay Reform (COPR). It also dis- gameq income credit code and amount year to date, and

plays the pay period and schedule of the last time paid.i,q processing pay period and year. The data displayed
on this program was entered through PRES Program

The data displayed on this program is generated fromDP130, Federal Income Tax Certificate.

* SALARY YTD DATA * XXIXXIXX IR103

SSN 000000000 AG
SCREEN 000 NAME

GROSS PAY YTD .00 PP LAST TIME PAID 00

BASE PAY YTD .00 SCHEDULE NO LAST PAID

TSP BASE PAY YTD .00 LAST PAID BEGIN 00 00 00
HITS WAGES YTD .00 COPR PREMIUM PAY FY YTD .00
HITS DED YTD .00 COPR PREMIUM PAY FY YTD PRI

OASDI WAGES YTD .00 COPR OT RET CURR FY YTD

OASDI DED YTD .00 COPR OT RET PREV FY YTD

EARNING LIMIT YTD .00 COPR PREMIUM PAY PAY PERIOD
OVERPAY CARRY YTD .00 COPR OT RET PAY PERIOD
COPR OT HOURS LAST 26 PP
COPR COMM HOURS LAST 26 PP

ACCT DISTRIBUTION FY APPNCD FLAGO
SUB LEV

PLEASE ENTER SSNO AND PRESS ENTER 1400
PF1=SUB MENU PF5=HELP ENTER = INQUIRY CLEAR = EXIT

Figure 16. IR103, Salary YTD Data

* FEDERAL TAX * XXIXXIXX IR104

SSN 000000000 AG
SCREEN 000 NAME

NUMBER OF EXTRA PROCESSED
EXEMPTIONS DEDUCTIONS PP YR
.00 00 00

EARNED INCOME CREDIT
CODE: YTD AMOUNT: .00

W-4 CONTROLLED
BY IRS

PLEASE ENTER SSNO AND PRESS ENTER 1400
F1=SUBMENU PF5=HELP ENTER = INQUIRY CLEAR = EXIT

Figure 17. IR104, Federal Tax
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State Tax (IR105) City Tax (IR106)

City Tax Figure 19) is Pgm. No. 106 on the Current Data
Menu Eigure 9 and 10). This program displays an
State Tax Kigure 18) is Pgm. No. 105 on the Current employee’s total city tax deductions to date each pay
Data Menu Eigure 9 and10). This program displays an  period for the taxing year. Information displayed
employee’s state tax data. Information displayed includes state and city codes, tax status code and
includes deduction information, state code, duty station, description, tax indicator, number of exemptions, per-
private tax code, and the pay period and year processedentage rate, extra deduction amount, and total deduc-
for up to two state tax records. tions to date for the taxing year. The Tax Record field is
a counter for multiple records. Press Enter to display
additional city tax records.

The data displayed on this program was entered throughThe data displayed on this program was entered through
PRES Program DP140, State Income Tax Certificate. PRES Program DP150, City Income Tax Certificate.

SSN 000000000 AG * STATE TAX * XXIXXIXX IR105

SCREEN 000 NAME
*STATE TAX 1*

PROCESSED PP 00 YR 00 EXEMPTIONS
WITHHOLDING STATE CODE/I(\)I@ME o NUMBER EXTRA PERSONAL

STATUS DUTY STATE O
PRIVATE TAXCODE 0
EXTRA DEDUCTIONS .00

*STATE TAX 2 *

PROCESSED PP 00 YR 00 EXEMPTIONS
WITHHOLDING STATE CODE/I(\)I@ME o NUMBER EXTRA PERSONAL

STATUS DUTY STATE O
PRIVATE TAXCODE 0
EXTRA DEDUCTIONS .00

PLEASE ENTER SSNO AND PRESS ENTER 1400
PF1=SUBMENU PF5=HELP ENTER =INQUIRY CLEAR = EXIT

Figure 18. IR105, State Tax

SSN 000000000 AG *CITY TAX * XXIXXIXX IR106

SCREEN 000 NAME

TAX RECORD 0000

STATE CODE/NAME 00

CITY CODE/NAME 0000
TAX STATU 0

TAX INDICATION 0
NUMBER EXEMPTIONS

TAX PERCENT .00
EXTRA DEDUCTIONS .00
TAX DEDUCTIONS YTD .00

PLEASE ENTER SSNO AND PRESS ENTER 1400
PF1=SUBMENU PF5=HELP ENTER =INQUIRY CLEAR = EXIT

Figure 19. IR106, City Tax
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County Tax (IR107) description, tax indicator, number of exemptions, per-
centage rate, extra deduction amount, and deductions to
date for the taxing year. The Tax Record field is a

County Tax E_igure 20) is Pgm. .NO' 107 on the current  .qunterfor multiple records. Press Enter to display addi-
Data Menu Kigure 9and10). This program displays an oo county tax records.

employee’s total county tax deductions to date each pay
period for the taxing year. Information displayed The data displayed on this program was entered through
includes state and county codes, tax status code andPRES Program DP151, County Income Tax Certificate.

* COUNTY TAX * XXIXXIXX IR107

SSN 000000000 AG
SCREEN 000 NAME

TAX RECORD 0000

STATE CODE/NAME 00
COUNTY CODE/NAME 000
TAX STATUS 0

TAX INDICATION 0
NUMBER EXEMPTIONS

TAX PERCENT .00
EXTRA DEDUCTIONS .00
TAX DEDUCTIONS YTD .00

PLEASE ENTER SSNO AND PRESS ENTER 1400
=SUBMENU PF5=HELP ENTER =INQUIRY CLEAR = EXIT

Figure 20. IR107, County Tax
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Bonds (IR108) [PF2] to display Screen 2 for the applicable authoriza-
tion record. Press [Enter] to return to Screen 1. Press

Bonds is Pgm. No. 108 on the Current Data Méti ( [PF8] to display additional bond owners. A maximum of

ure 9and10). The first screen of this prografigure 21) nine bond owners is allowed.

displays an employee’s bond data. Information dis-

played includes bond owner and coowner data, autho-Screen 3Figure 23) is used to display coowner/benefi-

rization number, deduction and bonds amounts, and payciary information when more than one coowner/benefi-

periods involved. The Authorization Number field is a ciary exists. Press the [PF3] key to display Screen 3 for

counter for additional authorization records. Press the applicable authorization record. Press [Enter] to

[Enter] to display additional authorization records. return to Screen 1.

Screen 2 Kigure 22) is used to display bond owner Data displayed on this program was entered through
information when more than one owner exists. PressPRES Programs DP170 through DP174.

000000000 AG * BONDS * 08/05/98 IR108

SCREEN 000 NAME
« BOND OWNER « AUTHORIZATION NUMBER 0
SERIES

DENOMINATION AMOUNT .00
PURCHASE PRICE AMOUNT .00

DEDUCTION AMOUNT .00
CARRYOVER AMOUNT .00
TOTAL DEDUCTION .00
OWNER SSN OWNER NUMBER 0 DATE BOND EFFECTIVE MO 00 YR 00

NUMBER OF OWNERS 00 ISSUE CODE 00 DATE BOND ISSUED MO 00 YR 00
LAST DEDUCTION PAY PERIOD 00
NUMBER PP WITH NO DEDUCTIONS 00
NUM BONDS ISSUED THIS PP 00
CHANGE INDICATOR 0

COOWNER NUMBER 0 ISSUE CODE 00
NUMBER OF COOWNER/BENEFICIARY 00

LEASE ENTER SSNO AND PRESS ENTER 1400
=SUBMENU PF5=HELP ENTER =INQUIRY CLEAR = EXIT

Figure 21. IR108, Bonds (Screen 1)

SSN 000000000 AG 90
NAME JANE E

AUTHORIZATION NUMBER 2

* BOND OWNERS * 08/05/98 IR1081
DOE

JOHN DOE

111 WOODS DR

ANYWHRE USA 00000

OWNER SSN 000000000 OWNER NUMBER1  OWNER SSN OWNER NUMBER 0
OWNER SSN OWNER NUMBER O OWNER SSN OWNER NUMBER 0
OWNER SSN OWNER NUMBER O OWNER SSN OWNER NUMBER 0

INQUIRY COMPLETE « PRESS ENTER TO RETURN TO IR108 0307

5 = HELP ENTER = RETURN  PF8 = PG/DOWN CLEAR = EXIT

Figure 22. IR108, Bonds (Screen 2)
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SSN OO’(\)IOA(l)V(I)gOO AG * BOND COOWNER/BENEFICIARY * XXIXXIXX 1R1082

AUTHORIZATION NUMBER 0
— NUMBER - — NAME — — SSN - -TYPE -
0

O O O O O o o
O O O O O o o o

PRESS ENTER TO RETURN TO IR108 1400
PF5=HELP ENTER =RETURN CLEAR =EXIT

Figure 23. IR108, Bond Coowner/Beneficiary, (Screen 3)
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Allowances/COLA/Post Diff (IR109)

Allowances/COLA/Post Diff Eigure 24) is Pgm. No.
109 on the Current Data MenBidure 9 and10). This
program displays an employee’s allowance data.
Information is displayed for the various allowance
codes.

The Allowance Record field is a counter for multiple
records on this program. Press [Enter] to display addi-
tional allowance records.

Title |

Inquiry System Chapter 15

Data displayed on this program was entered through
PRES Program DP127, Allowances, or PC-TARE (or
other T&A entry system).

Financial Allotment (IR110)

Financial Allotment Figure 25 is Pgm. No 110 on the
Current Data MenuF{gure 9and10). This prograndis-
plays data for up to two financial allotment records.
Press [PF2] to display the financial institution address.

Data displayed on this program was entered through
PRES Program DP095, DD/EFT For Financial Allot-
ment.

SSN 000000000 AG
SCREEN NAME

COLA/POST DIFF CODES

PLEASE ENTER SSNO AND PRESS ENTER
1=SUBMENU PF5=HELP

* ALLOWANCES/COLA/POST DIFF *

ALLOWANCE RECORD 0000

COLA POST DIFF CODE 0 TYPE

ALLOWANCE COLA CODE

FOREIGN POST PAY DIFF CODE TAXABLE
CODE 0
TOTAL .00
RATE .00
BALANCE .00

ENTER = INQUIRY

XXIXXIXX IR109

000

1400
CLEAR = EXIT

Figure 24. IR109, Allowances/COLA/Post Diff

SSN 000000000 AG * FINANCIAL ALLOTMENT *

SCREEN 000 NAME

TRANSACTION CODE 00

AMOUNT .00
*ALLOTMENT 1* DISBURSING OFFICE 0

TYPE OF BANK ACCT

BANK ACCT NUMBER

BANK ROUTE NUMBER 000000000

TRANSACTION CODE 00
UNT 00

AMO .

*ALLOTMENT 2 *  DISBURSING OFFICE 0
TYPE OF BANK ACCT

BANK ACCT NUMBER

BANK ROUTE NUMBER 000000000

PLEASE ENTER SSNO AND PRESS ENTER
1=SUBMENU PF5=HELP

POSITION CURSOR ON ROUTE NUMBER, PRESS PF2 FOR FINANCIAL INSTITUTION ADDRESS

ENTER = INQUIRY

06/19/00 IR110

1400
CLEAR = EXIT

Figure 25. IR110, Financial Allotment
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Charitable Contribution (IR111) Discretionary Allotment (IR112)

Discretionary Allotment Kigure 27) is Pgm.No. 112 on

the Current Data MenuFigure 9 and10). This program
Charitable ContributionHgure 26) is Pgm. No. 111 on  djsplays an employee’s discretionary allotment data.
the Current Data MenuFigure 9and10). This program  |nformation displayed includes amounts, balances,
displays data for up to 2 charitable contribution records. payee names, and addresses. The Allotment field is a

counter for multiple allotments. Press [Enter] to display

. . additional allotment records.
Data displayed on this program was entered through

PRES Program DP088, Voluntary Charitable Contribu- Data displayed on this program was entered through
tions. PRES Program DP100, Discretionary Allotment.

SSN 000000000 AG * CHARITABLE CONTRIBUTION * XXIXXIXX IR111

SCREEN 000 NAME

TYPE CODE 00

CITY CODE 0000
CONTRIBUTION 1 * STATE CODE 00

AMOUNT 00

PP .
BALANCE REMAINING .00

TYPE CODE 00
CITY CODE 0000

* CONTRIBUTION 2 * STATE CODE 00
AMOUNT PP 00

BALANCE REMAINING .00

PLEASE ENTER SSNO AND PRESS ENTER 1400
PF1=SUBMENU PF5=HELP ENTER =INQUIRY CLEAR = EXIT

Figure 26. IR111, Charitable Contribution

SSN 000000000 AG * DISCRETIONARY ALLOTMENT * XXIXXIXX 1R112
SCREEN 000 NAME

ALLOTMENT 0000
TOTAL AMOUNT .00 TOTAL BALANCE .00 ALLOTMENT TYPE 00

ALLOTMENT NUMBER 00 ALLOTMENT AMOUNT .00
PAYEE NAME & ADDRESS

ALLOTMENT: ACCOUNT NUMBER

ID

TYPE ACCOUNT

ROUTE NUMBER 000000000
DISBURSEMENT TYPE 0

PLEASE ENTER SSNO AND PRESS ENTER 1400
PF1=SUBMENU PF5=HELP ENTER =INQUIRY CLEAR = EXIT

Figure 27. IR112, Discretionary Allotment
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Flexfund (IR113)

Flexfund Eigure 28) is Pgm No. 113 on the Current Data
Menu igure 9 and 10). This program displays an
employee’s flexfund data. Information displayed

Title |

Inquiry System Chapter 15

Receipt Accounts (IR114)

ReceiptAccounts Figure 29) is Pgm No. 114 on the Cur-
rent Data MenuRigure 9and10). This program displays
an employee’s receipt account data for employee

includes transaction, plan, option, tax deferred codes,indebtedness. Information displayed includes receipt
amounts and balances, and applicable pay periods. Th@account numbers and amounts, account information,

Flexfund Number field is a counter for multiple records.
Press [Enter] to display additional flexfund records.

payee bank information, and payee name and address.
The Receipt Number field is a counter for multiple
records. Press [Enter] to display additional receipt

Data displayed on this program was entered throughaccount records.

PRES Program DP185, Flexfund Flexible Spending
Account.

Data displayed on this program is entered by NFC.

* FLEXFUND *

SSN 000000000 AG
SCREEN 000 NAME

FLEXFUND NUMBER 0000

TRANSACTION CODE
PLAN CODE
OPTION CODE
DATE EFFECTIVE 00 00 00
AMOUNT .00
TOTAL AMOUNT .00
BALANCE .00
TAX DEFERRED CODE

PP DEDUCTED THIS TAXYR 00
BENEFIT TYPE 0

PAYEE NAME:

PLEASE ENTER SSNO AND PRESS ENTER
PF1=SUB MENU PF5=HELP

ENTER = INQUIRY

XXIXXIXX IR113

1400
CLEAR = EXIT

Figure 28. IR113, Flexfund

SSN 000000000 AG * RECEIPT ACCOUNTS *

SCREEN 000 NAME

RECEIPT NUMBER 0000

AMOUNT PAID PER PP .00
BALANCE OWED .00
PERCENT DEDUCTION PER PP .00
VOLUNTARY/INVOLUNTARY

TYPE CODE 00

* PAYEE BANK INFORMATION *

ACCOUNT NUMBER
ACCOUNT ID

ACCOUNT TYPE

ACCOUNT ROUTE NUMBER 000000000
ACCOUNT DISBURSEMENT TYPE 0

PLEASE ENTER SSNO AND PRESS ENTER
F1=SUB MENU PF5=HELP

ACCOUNT NUMBER
ACCOUNT ESTABLISHED PP 00 YR 00
ACCOUNT STATUS
PERSONAL EXEMPTION

* PAYEE NAME & ADDRESS *

ENTER = INQUIRY

XXIXXIXX  IR114

0
.00

1400
CLEAR = EXIT

Figure 29. IR114, Receipt Accounts
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Health Benefits (IR115) Life Insurance (IR116)

Health BenefitsKigure 30) is Pgm. No. 115 on the Cur-
rent Data MenuRjgure 9and10). This program displays . :
Federal and non-Federal health benefits data. Informa—rem Data Menugure 9and10). This program displays

. : X Federal and non-Federal life insurance data. Informa-
tion displayed includes data such as plan name, enroll-

ion displayed includes data such as coverage and plan
ment, coverage, and change codes, etc. The Recor .
' ; ) codes, effective date, coverage amount, etc. The Record
Number field is a counter for multiple records. Press

) " X Number field is a counter for multiple records. Press
[Enter] to display additional health benefits records. [Enter] to display additional life insurance records.

Life Insurance Figure 31) in Pgm. No. 116 on the Cur-

Data displayed on this program was entered through

PRES Program DP101, Non-Federal Health Benefit Data displayed on this program was entered through
Form, DP180, Health Benefit Registration Form, or PACT or PRES Program DP102, Non-Federal Life
DP181, Change in Health Benefit Enrollment. Insurance Form.

SSN 000000000 AG
SCREEN 000 NAME

PART TIME FEHB COVERAGE 0
TEMPORARY FEHB SCD DATE 00 00 00
FEHB COVERAGE CODE 0

* HEALTH BENEFITS * XXIXXIXX IR115

RECORD NUMBER 0000

PLAN NAME

ENROLLMENT CODE 0 CONTROL NUMBER
COVERAGE CODE DATE EFFECTIVE 00 00 00
CHANGE CODE DEDUCTION AMOUNT .00
ADJUST FLAG CONTRIBUTION AMOUNT .00
DEDUCTION IND TAX DEFERRED CODE

BENEFIT TYPE 0 DED YTD NON DEFERRED .00
ACTION CODE 000 DED YTD DEFERRED .00
ACTION SOURCE 0 ENROLLMENT FUTURE USE

PLEASE ENTER SSNO AND PRESS ENTER 1400
PF1=SUBMENU PF5=HELP ENTER =INQUIRY CLEAR = EXIT

Figure 30. IR115, Health Benefits

SSN 000000000 AG
SCREEN 000 NAME

* LIFE INSURANCE * 06/19/00 IR116

RECORD NUMBER 0000

PLAN CODE BENEFIT TYPE 0

COVERAGE CODE AGE BRACKET CODE

DATE EFFECTIVE 00 00 00 BASIC COST ALTERNATE

BASIC COVERAGE AMOUNT .00 ACTION CODE

BIWEEK DEDUCT NON TABLE _ .00 COVERAGE AMOUNT FUR%ISHED

OPTION A FACTOR BASIC RATE DETERMINANT
OPTION B FACTOR PLAN TYPE 0
OPTION C FACTOR ADJUST FLAG

PLAN NAME

COVERAGE DESCRIPTION:

PAYEE NAME

PLEASE ENTER SSNO AND PRESS ENTER 1400
F1=SUBMENU PF5=HELP ENTER = INQUIRY CLEAR = EXIT

Figure 31. IR116, Life Insurance
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Retirement Data (IR117) Thrift Savings Data (IR118)

Thrift Savings DataRigure 33) is Pgm. No. 118 on the

RetirementData Eigure 32) is Pgm. No. 117 on the Cur- Current Data Menurgure 9and10). This program dis-

rent Data MenuRigure 9and10). This program displays ) : : i
retirement data for the Civil Service Retirement Sys- plays an employ_ees Thriit S?“_’"?QS Plan data. Informa
tion displayed includes eligibility date and code,

E)ethe’rth?etli:ree(:r?é?]It Ersnréltoe yrﬁgs l?;gﬁ:;%g; S):jsitserlr;, ggduncappedsalary for TSP, TSP service computation date,
y ' P'aY€d and detailed information about the Thrift Savings

includes data such as coverage and plan codes, e1‘fectivc-f2 . : :
) : ecord. The Thrift Savings Record is@unter for mul-
dates, benefit and deduction types, etc. The Recordtiple records. Press [Enter] to display additional thrift

Number is a counter for multiple records. Press [Enter] .
. . . savings data records.
to display additional retirement records.

Data displayed on this program was entered through
Data displayed on this program was entered throughPRES Program DP104, Non-Federal Thrift Savings
PACT and PRES Program 103, Non—Federal Retire-Plan Form or DP125, Thrift Savings Plan Election
ment Benefits Form. Form.

SSN 000000000 AG * RETIREMENT DATA * XXIXXIXX IR117

SCREEN 000 NAME

CUMULATIVE RETIREMENT DED .00 DATE EOD FOREIGN SERVICE 00 00 00
DEDUCTION PRIOR TO CONV .00_ FROZEN FOREIGN SERV TIME MO 00 YR 00
TOTAL RETIREMENT DED .00 FROZEN CSRS SERVICE 0000
CREDITABLE MILITARY SERV 0000 FROZEN SICK LEAVE BALANCE .00
DATE RETIRED FROM MILITARY 00 00 00_ CSRS COVERAGE AT APPT.
RETIREMENT COVERAGE CODE FERS COVERAGE IND

RECORD NUMBER 0000

PARTICIPATION ELIGIBILITY CODE ACTION CODE 0

PLAN CODE DED LIMIT TO OASDI

EFF DATE OF ACTION 000000 NON DEFERRED DED YTD .00
BENEFIT TYPE 0 DEFERRED DEDUCTION YTD .00

NON DEFERRED DEDUCTION .0000 DATE DEDUCTION BEGAN 00 00 00
DEFERRED DEDUCTION .0000 EARNINGS YTD .00
DEDUCTION TYPE 0 AGY CONTRIBUTIONS YTD .00

DED AFTER OASDI LIMIT .0000

PLEASE ENTER SSNO AND PRESS ENTER 1400
PF1=SUBMENU PF5=HELP ENTER =INQUIRY CLEAR = EXIT

Figure 32. IR117, Retirement Data

SSN 000000000 AG * THRIFT SAVINGS DATA * XXIXXIXX IR118

SCREEN 000 NAME

DATE TSP ELIGIBILITY 00 00 00
TSP ELIGIBILITY CODE

UNCAPPED SALARY FOR TSP .00
TSP SCD 00 00 00

BUILD TSP DATA RECORD

THRIFT SAVINGS RECORD 0000

PLAN CODE NON DEFERRED DED FACTOR .0000
COVERAGE CODE DEFERRED DEDUCTION FACTOR .0000
EFF DATE OF ACTION 000000 DED AFTER OASDI LIMIT .0000
DED LIMIT TO OASDI NON DEFERRED DED YTD .00
BENEFIT TYPE 0 DEFERRED EMP DEDUCTION YTD .00
DEDUCTION TYPE 0 TSP BASE PAY YTD .00

ACTION CODE 0 AGY 1 PCT AND/OR MATCH YTD .00

DEDUCTIONS BEGAN 00 00 00

PLEASE ENTER SSNO AND PRESS ENTER 1400
PF1=SUBMENU PF5=HELP ENTER =INQUIRY CLEAR = EXIT

Figure 33. IR118, Thrift Savings Data
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Thrift Savings Plan Funds (IR119) Thrift Savings Loans (IR120)

Thrift Savings LoansHigure 35) is Pgm. No. 120 on the
Current Data MenuF{gure 9and10). This program dis-

displays Thrift Savings Plan funds data. Information plays Thrift Savings Plan loans data for up to 4 loan

displayed includes rates and amounts of deduction anolrecords. Inforr_nanon displayed includes the type _Of
IR o oan, transaction code, payment amount, disbursing
distribution and government distribution rates.

office, type of bank account, and bank route number.
Press [PF2] to display the financial institution address.
Data displayed was entered through PRES Program

DP104, Non—Federal Thrift Savings Plan Form or DP Data displayed on this program was entered through
125, Thrift Savings Plan Election Form. PRES Program DP097, TSP Loan Allotment Form.

Thrift Savings Plan Fundsifure 34) is PgmNo. 119 on
the Current Data MenuFigure 9and10). This program

SSN 000000000 AG * THRIFT SAVINGS PLAN FUNDS * XXIXXIXX IR119

SCREEN 000 NAME

CHANGE STATUS CODE EFF DATE OF STATUS CHANGE 00 00 00

PERCENTOFDEDUCTION 00| G | F | _C |
RATE OF DISTRIBUTION [ .00 | I 00 | .00 |
DOLLAR AMT OF DEDUCTION 0000 | | [

AMOUNT OF DISTRIBUTION | ‘ 00 | .00
GOVERNMENT DlléTRIBU'IJlION RA‘!’E [ ioo | .00 | .00 |

PLEASE ENTER SSNO AND PRESS ENTER 1400
= SUB MENU PF5=HELP ENTER =INQUIRY CLEAR = EXIT

Figure 34. IR119, Thrift Savings Plan Funds

SSN 000000000 AG * THRIFT SAVINGS LOANS * 06/19/00 IR120

SCREEN 000 NAME

POSITION CURSOR ON ROUTE NUMBER PRESS PF2 FOR FINANCIAL INSTITUTION ADDRESS
*LOAN 1 * *LOAN 3 *

TYPE OF LOAN TYPE OF LOAN

TRANSACTION CODE 00 TRANSACTION CODE 00

PAYMENT AMOUNT .00 PAYMENT AMOUNT .00

DISBURSING OFFICE 0 DISBURSING OFFICE 0

TYPE OF BANK ACCT TYPE OF BANK ACCT

BANK ACCT NUMBER BANK ACCT NUMBER

BANK ROUTE NUMBER 000000000 BANK ROUTE NUMBER 000000000
* LOAN 2 * *LOAN 4 *

TYPE OF LOAN TYPE OF LOAN

TRANSACTION CODE 00 TRANSACTION CODE 00

PAYMENT AMOUNT .00 PAYMENT AMOUNT .00

DISBURSING OFFICE 0 DISBURSING OFFICE 0

TYPE OF BANK ACCT TYPE OF BANK ACCT

BANK ACCT NUMBER BANK ACCT NUMBER

BANK ROUTE NUMBER 000000000 BANK ROUTE NUMBER 000000000

PLEASE ENTER SSNO AND PRESS ENTER 1400

F1=SUBMENU PF5=HELP ENTER = INQUIRY CLEAR = EXIT

Figure 35. Thrift Savings Loans
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Thrift Savings Retro Payments (IR121)

Thrift Savings Retro PaymentgBigure 36) is Pgm. No.
121 on the Current Data MenBidure 9 and10). This

program displays Thrift Savings adjustments made to

Title |
Chapter 15

includes deduction types and amounts, as well as debit
and credit information. The Payment Number field is a
counter for multiple records. Press [Enter] to display
additional payment records.

Thrift Savings Plan accounts. Information displayed Data displayed on this program was entered by NFC.

SSN 000000000 AG
SCREEN 000 NAME

PAYMENT NUMBER 0000

PLAN CODE
BENEFIT TYPE 0
DEDUCTION FLAG

NUMBER OF PAY PERIODS 000
AMOUNT PP NON DEFERRED .00
AMOUNT PP DEFERRED .00
DEDUCTION BALANCE
PAYMENT BEGINS

DEBIT CREDIT
DEDUCTION TYPE 0
BASE PAY

FACTOR DEFERRED .0000 .0
DEDUCTION NON DEFERRED .00 .
DEDUCTION DEFERRED .00 .00

PLEASE ENTER SSNO AND PRESS ENTER
PF1=SUB MENU PF5=HELP

* THRIFT SAVINGS RETRO PAYMENTS *

.00
PP 00 YR0O0 COLLECTION ENDS PP 00 YR 00

.00 .00
FACTOR NON DEFERRED .0000 Ob00000

ENTER = INQUIRY

XXIXXIXX IR121

1400
CLEAR = EXIT

Figure 36. IR121, Thrift Savings Retro Payments
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SF-50B Data Elements (IR122) To view the data displayed on ScreenFgre 37.1),
press [PF8]. To return to the previous screen, press

SF-50B Data Elementsigure 37) is Pgm. No. 122 on  [PF7].

the Current Data MenuFigure 9 and10). This program

displays an employee’s personnel data as recorded on

the SF-50B. To display the organizational structure

code name, press [PF2] in the Org Structure Code fieldData displayed on this program was entered through
on Screen 1. PACT and PMSO.

SSN 000000000 AG * SF-50B DATA ELEMENTS * XXIXXIXX IR122

SCREEN 000 NAME

DATE OF BIRTH 00 00 00 PERS ACTN EFF 00 00 00
NAT ACT 1ST 3 POS 000 NAT ACT 2ND 3 POS 000
NAT ACT AUTH 1ST NAT ACT AUTH 2ND

APPOINT NTE 00 00 00 PROM NTE 00 00 00 NON PAY NTE 00 00 00
POSITION TITLE

WORKING TITLE MR/IP

PAY-PLAN OCC SERIES 0000 GRADE 00 STEP 00

SALARY RATE CODE _ TOTAL SALARY .00 SCHEDULED SALARY .00
GEOGRAPHIC ADJ RATE .00 ADJ SALARY .00 OTHER PAY .00

ORG STRUCTURE CODE 00 00 0000 00 00 00 00 &PFZ ORG-NAME)
VETERANS PREF CODE 0 TENURE GROUP 0 GENCY USE

VETERANS PREF RIF FEGLI CODE TANT INDICATOR

PAY RATE DETER CODE RETIREMENT PLANél) SCD LEAVE 00 00 00
WORK SCHEDULE TOUR OF DUTY HOUR

POSITION OCCUPIED 0 FLSA BARGAINING UNIT STATUS 0000
DUTY STATION CD 0000 000 NAME

REMARKS CODES

DEPARTMENT CODE AGENCY CODE  POI 0000 PERS ACTION CODE 0
AUTHENTICATION DATE 00 00 00

PLEASE ENTER SSNO AND PRESS ENTER 1400

F1=SUB MENU PF5=HELP PF8=PG/DWN ENTER =INQUIRY CLEAR =EXIT

Figure 37. IR122, SF-50B Data Elements (Screen 1)

SSN AG * SF-50B DATA ELEMENTS (CONT) * IR1221
SCREEN NAME

SEX CD CITIZENSHIP STATUS TYPE OF APPOINTMENT
FEHBA COVERAGE VETERANS STATUS _DATE SCD RETIRE
EDUC LEVEL YR DEG/CERT RCVD DATE SCD RIF

INSTRUCTIONAL PROGRAM DATE 6C RETIRE

TSP ELIGIBILITY CODE DATE SCD TSP

UNIFORM SERVICE STATUS DATE SCD WGI

DATE RETIRED MILITARY DATE CAREER TENURE STARTS
CREDITABLE MILITARY SERVICE DATE ENTERED PRESENT GRADE
FROZEN CSRS SERVICE DATE PROBATION PERIOD STARTS
CSRS COVERAGE AT APPT DATE SUPR/MGR PROB PERIOD
SPEC EMP CD  SPEC EMP PGM CD GAIN/LOSE DEPT

SALARY SHARE CODE ANNUAL LV CATEGORY 45 DAY CODE
ANNUITANT SHARE AMT LEAVE EARN STATUS DURING PP
COOP EMP CNTRL CD TRS DEDUCT CODE _ RATE

COOP OVERTIME AMT OLA/POST DIFF CODE

COOP HOLIDAY RATE AGENCY USE

1ST LEGAL AUTH

PLEASE ENTER SSNO AND PRESS ENTER 1400
F1=SUB MENU PF5 HELP PF7=PG/UP ENTER =INQUIRY CLEAR =EXIT

Figure 37.1. IR122, SF-50B Data Elements (Screen 2)
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Personnel Supplements (|R123) Data displayed on this program was entered through
PACT, PRES Program DP123, Education Document,

Personnel Supplementsidure 38) is Pgm. No. 123 on  and PRES Program DP120, Multielement Update Doc-
the Current Data MenuFigure 9 and10). This program ument data. This program contains 2 screens. To view
displays an employee’s general personnel data such aslata displayed on Screer(Rgure 39), press the [PF8]
education level, performance evaluation data, accessiorkey. To return to the previous screen, press the [PF7]
data, etc. key.

SSN 000000000 AG * PERSONNEL SUPPLEMENTS * XXIXXIXX IR123

SCREEN 000 NAME

EDUCATION LEVEL 00 SEPARATION ACCESSION TYPE 0
INSTRUCTIONAL PROGRAM 000000 CITIZENSHIP CODE 0

DEGREE CERTIFICATION RECEIVED YR 00 SEX CODE

PERF EVALUATION ELIGIBILITY CODE VETERANS STATUS

PERF EVALUATION PAY PERIOD 00 YR 00 WGI DUE CODE 0 PP 00 YR 00

PERF EVALUATION ANNIVERSARY 00 00 00 WGI NOTIFICATION GIVEN CD 0 PP 00
PERF EVALUATION GENERATED PP 00 YR 00 DATE WGI PROJECTED EFFECTIVE 00 00 00
PERF PENALTY STATUS PROMOTION PLAN CODE 0

DATE PENALTY BEGAN 00 00 00 SUPERVISORY MGRL PROB EXP NOTIF
ACCESSION PP 00 YR 00 LAW BAR MEMBERSHIP CODE 0
ACCESSION METHOD 0 BAR MEMBERSHIP STATE CODE

ACCESSION DATE 000000 PROGRAMLANGCODE 1 2 3 4 5

ACCESSION NOA CODE 000 COMP EQ ABIL CODE 1 2 3 4

ACCESSION AUTH RETENTION RIGHTS END 00 00 00
APPOINTMENT NOA CODE 000 ADJP ELAPS PP COUNTER 000
APPT AUTHORITY WORKING TITLE CODE 0000

llgl/(-\)"li“C%REVIOUS 5 POSITIONS 0 WORKING TITLE

PLEASE ENTER SSNO AND PRESS ENTER 1400
PF1=SUB MENU PF5=HELP PF8=PG/DWN ENTER =INQUIRY CLEAR =EXIT

Figure 38. IR123, Personnel Supplements (Screen 1)

SSN 000000000 AG  * PERSONNEL SUPPLEMENTS (CONT) * 02/06/96 IR1231
SCREEN 000 NAME

FROM TO CODE 0 RECRUITMENT BONUS .00 PCT .00

LAST ACTION PP NUMBER 00 RELOCATION BONUS .00 PCT .00
AGENCY USE RETENTION ALLOWANCE .00 PCT .00

GAIN LOSE DEPT SUPERVISORY DIFF RATE .00 PCT .00
CONFLICT OF INTEREST SUBMITTED STAFFING DIFE RATE .00 PCT .00
NOA PREV 3 POSITIONS 000 FOREIGN LANG ALLOWANCE .00 PCT .00
NOA CORRECTION DATE 00 00 00 CASH AWARD AMOUNT .00
PAY PROTECTION FLAG CASH AWARD EFFECTIVE PP 00 YR 00
NFC EMPLOYEE STATUS 0 MERIT PAY COMPUTED SALARY .00
NFEC ASD DATE2 00 00 00_MERIT PAY INCREASE AMOUNT .00
NFC ASD SALARY .00 PMRS/PFP BONUS AMT .00

AGENCY INFO 1 PMRS/PEP BONUS EFFECTIVE PP 00 YR 00
AGENCY INFO 2 FUNDING UNIT

AGENCY INFO 3
AGENCY INFO 4
AGENCY INFO 5
PREVIOUS AGENCY CODE

PLEASE ENTER SSNO AND PRESS ENTER 1400
PF1=SUB MENU PF5=HELP PF7=PG/UP ENTER =INQUIRY CLEAR =EXIT

Figure 39. IR123, Personnel Supplements (Screen 2)
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Address/Check Information (IR124) gram displays processed personnel actions. Information
displayed includes effective date, description, agency,

Address/Check InformatiorFigure 40) is Pgm. No. 124  POI, batch number, user—ID, and the pay period and
on the Current Data Men®igure 9 and10). This pro- year processed. This program lists all personnel actions
gram displays an employee’s residence and checkprocessed and excludes payroll transactions (such as,
address. Information displayed includes residence, state tax, union dues, etc.)
check bank, and check mail addresses. Press [PF2] for
financial institution address. To display the nature of action code literal, place the

. . cursor of the nature of action code and press the [PF2]
Data displayed on this program was entered thrOUQhkey.Note: Do not use the [PF7] on this program to page

PRES Programs DP349, Employee Address, and,y The [Enter] key must be used to return to the begin-
DP096, DD/EFT For Net Pay. ning of the list.

Personnel Actions Summary (IR125) Data displayed on this program was entered through
PACT. Note: The user—ID displayed in the User—ID

Personnel Actions Summaryigure 41) is Pgm. No. 125  field is that of the person who entered the data into the
on the Current Data Men®igure 9 and10). This pro- system.

SSN 000000000 AG * ADDRESS/CHECK INFORMATION * 06/19/00 IR124
SCREEN 000 NAME

POSITION CURSOR ON ROUTE NUMBER, PRESS PF2 FOR FINANCIAL INSTITUTION ADDRESS

* RESIDENCE ADDRESS * * CHECK BANK ADDRESS *
ACCOUNT TYPE
ROUTE NO 000000000

ACCOUNT EFT
CITY CD 0000 COUNTY CD 000 STATE/COUNTRY

* CHECK MAIL ADDRESS * DISBURSING OFFICE CD 0
DISTRIBUTION CD 0
DESIGNATED AGENT 0000
TA CONTACT POINT 00 0000 00 00

CITY CD 0000 STATE CD

EFFECTIVE PP 00 YR 00

PLEASE ENTER SSNO AND PRESS ENTER 1400
PF1=SUBMENU PF5=HELP ENTER =INQUIRY CLEAR = EXIT

Figure 40. IR124, Address/Check Information

g(S:HSERPOO’(\)I%)\AEAG * PERSONNEL ACTIONS SUMMARY * XXIXXIXX IR125
POSITION CURSOR ON NATURE OF ACTION FIELD, PRESS PF2 FOR NOA LITERAL

PROCESSED DOCUMENT
PP YR EFF-DATE NATURE OF ACTION AGCY POl BATCH USER-ID

PLEASE ENTER SSNO AND PRESS ENTER 1400
PF1=SUB MENU PF5=HELP PF8=PG/DOWN ENTER =INQUIRY CLEAR =EXIT

Figure 41. IR125, Personnel Actions Summary
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Last Payroll Actions (IR126) [PF8] key. To return to the previous screen, press the
[PF7] key.

Last Payroll ActionsKigure 42) is Pgm. No. 126 on the

Current Data MenuF{gure 9and10). This program dis-

plays an employee’s last payroll action applied. Note: The user—ID displayed in the User—ID field is that
of the person who entered the data into the system. For

Data displayed on this program was entered throughDP180, SF-2809/2810, Fed Health Benefits, the

PACT and/or PRES. This program contains 2 screens.User-ID field displays the method by whittie data was

To view data displayed dbcreen 2Kigure 43), press the  entered. See the glossary for the codes used.

SSN 000000000 AG * LAST PAYROLL ACTIONS * XXIXXIXX IR126

SCREEN 000 NAME
DOCUMENT NAME DOC TYPE PP YR POl BATCH USER-ID
NFC-74, MASTER FILE CHG DOCUMENT 030 00 00 0000 0000

AD-349, EMPLOYEE ADDRESS 060 00 00 0000 0000
SF50, NOTIFICATION OF PERSONNEL ACTION 063 00 00 0000 0000

PERFORMANCE EVALUATION 075 00 00 0000 0000
UNION DUES 086_ 00 00 0000 0000

CFC-804, CHARITABLE CONTRIBUTIONS 088 00 00 0000 0000
DEDUCTIONS DUE TO INDEBTEDNESS 089 00 00 0000 0000
SF-1199A, DD/EFT FOR ALLOTMENT 095 00 00 0000 0000
SF-1199A, DD/EFT FOR NET PAY 096 00 00 0000 0000
TSP-22, TSP LOAN ALLOTMENT FORM 097 00 00 0000 0000
DISCRETIONARY ALLOTMENTS 100 00 00 0000 0000
NON-FEDERAL HEALTH BENEFITS FORM 101 00 00 0000 0000
NON-FEDERAL LIFE INSURANCE FORM 102 00 00 0000 0000
NON-FEDERAL RETIREMENT BENEFITS 103 00 00 0000 0000
NON-FEDERAL THRIFT SAVINGS PLAN 104 00 00 0000 0000
MULTI ELEMENT UPDATE 120 00 00 0000 0000

PLEASE ENTER SSNO AND PRESS ENTER 1400
PF1=SUB MENU PF5=HELP PF8=PG/DWN ENTER =INQUIRY CLEAR =EXIT

Figure 42. IR126, Last Payroll Actions (Screen 1)

SSN 000000000 AG * LAST PAYROLL ACTIONS * XXIXXIXX IR1261

SCREEN 000 NAME

DOCUMENT NAME DOC TYPE PP YR POl BATCH USER-ID
GAO LOCATOR 121 00 00 0000 0000
USDA DEMONSTRATION 122 00 00 0000 0000
EDUCATION DOCUMENT 123 00 00 000Q 0000
PROFESSIONAL CERTIFICATION DOCUMENT 124 00 00 0000 0000
TSP-1, TSP ELECTION FORM 125 00 00 0000 0000
ALLOWANCES 127 00 00 0000 0000
SEVERANCE PAY 128 00 00 0000 0000
TSP RETRO PAYMENTS 129 00 00 0000 0000
W-4, FEDERAL INCOME TAX FORM 130 00 00 0000 0000
W-5. EARNED INCOME CREDIT CERT 131 00 00 0000 0000
STATE INCOME TAX FORM 140 00 00 0000 0000
CITY/COUNTY INCOME TAX FORM 150 00 00 0000 0000
SF-1150, RECORD OF LEAVE DATA TRANSFERRED 160 00 00 0000 0000
AD-582, RESTORED ANNUAL LEAVE 165 00 00 0000 0000
SF-1192, SAVINGS BOND 170 00 00 0000 0000

SF-2809/2810, FED. HEALTH BENEFITS 180 00 00 0000 0000

FLEXFUND FLEXIBLE SPENDING ACCOUNT 185 00 00 0000 0000

AD-747, CHILD CARE/ALIMONY DED 195 00 00 0000 0000

PLEASE ENTER SSNO AND PRESS ENTER 1400

PF1=SUB MENU PF5=HELP PF7=PG/UP ENTER = INQUIRY CLEAR =EXIT

Figure 43. IR126, Last Payroll Actions (Screen 2)
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Detail Assign/Temporary Promotion details, this social security number would be the obli-
(IR127) gated SSN in the individual position record.

Detail Assign/Temporary PromotioRigure 44) is Pgm.  Retained Grade Data (IR128)

No. 127 on the Current Data Mengigure 9 and 10).

This program displays an employee’s current detailed Retained Grade Dat&igure 45) is Pgm. No 128 on the

position data and temporary promotion data. Current Data MenuF{gure 9and10). This program dis-
plays information pertaining to retained and current

Data displayed on this program was entered throughpositions. Information displayed includes pay plan,

PACT and PMSO. grade, occupation series, and the occupation series
function code for both retained and current data.

Note: For temporary promotions, information regard-

ing the position from which the employee is temporarily Data displayed on this program was entered through

promoted is displayed. For temporary promotions and PACT and PMSO.

SSN 000000000 AG
SCREEN 000 NAME

* DETAIL ASSIGN/TEMPORARY PROMOTION * XX/XX/XX IR127

DEPT CODE AGENCY POI 0000 DEPT CODE AGENCY POI 0000
MR NO IP NO MR NO IP NO
PAY PLAN GRADE 00 GRADE 00
PROMOTION NOT TO EXCEED DATE DATE DETAILED ASSIGNMENT EXPIRES
00 00 00 00 00 00

PLEASE ENTER SSNO AND PRESS ENTER 1400
PF1=SUBMENU PF5=HELP ENTER =INQUIRY CLEAR = EXIT

Figure 44. IR127, Detail Assign/Temporary Promotion

SSN 000000000 AG
SCREEN 000 NAME

* RETAINED GRADE DATA * XXIXXIXX IR128

RATE EXPIRE NOTIFICATION
RETAIN RATE EXPIRE 00 00 00

* OCCUPIED POSITION * * FORMER POSITION *
PAY PLAN GRADE 00 PAY PLAN GRADE 00
OCCUPATIONAL SERIES 0000 OCCUPATIONAL SERIES 0000
OCC SERIES FUNCTION CODE 00 OCC SERIES FUNCTION CODE 00

WAGE MARINE RETAINED DATA

RET WM MAR PAY PLAN GRADE 00
RET WM MAR OCCUPATIONAL SERIES 0000

PLEASE ENTER SSNO AND PRESS ENTER 1400
PF1=SUB MENU PF5=HELP ENTER = INQUIRY CLEAR = EXIT

Figure 45. IR128, Retained Grade Data
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Intermittent (IR129) Education and Certificate (IR130)

Education and Certificat&igure 47) is Pgm. No. 130 on

the Current Data MenuFigure 9and10). This program
displays an employee’s education level and certification
information. Information displayed includes school and
state codes, school name, and certificate name, year,
and state.

Intermittent Eigure 46) is Pgm. No 129 on the Current
Data Menu Figure 9 and 10). This program displays
intermittent employee counters for days and hours
worked for service computation purposes.

Data displayed on this program was entered through
Data displayed on this program was entered throughPRES Programs DP123, Education Document, and
PC-TARE (or other T&A entry system). DP124, Professional Certification Document.

N 000000000 AG *INTERMITTENT * XXIXXIXX IR129

SCREEN 000 NAME

WORKED SINCE LAST WGl 000 DAYS
ELAPSED SINCE LAST WGI 0000 CALENDAR DAYS

WORKED SCD 000 DAYS %:ALENDAR YEAR)
ELAPSED SCD 000 CALENDAR DAYS

TOWARD CAREER TENURE 000 PAID DAYS
ELAPSED TOWARD CAREER TEN 0000 CALENDAR DAYS

DURING PROBATION PERIOD 000 DAYS WORKED
ELAPSED DURING PROBATION 0000 CALENDAR DAYS

WORKED WHILE ON ROLLS 0000 DAYS

WORKED THIS APPOINTMENT 0000 DAYS

NEED TOWARD CONV CAREER 00 DAYS
RKED LEAVE RET RIF .00 HOURS

WO
PLEASE ENTER SSNO AND PRESS ENTER 1400
F1=SUBMENU PF5=HELP ENTER = INQUIRY CLEAR = EXIT

Figure 46. IR129, Intermittent

SSN 000000000 AG * EDUCATION AND CERTIFICATE * XX/XX/XX 1R130

SCREEN 000 NAME

EDUCATION_INSTRUCTIONAL DEGREE SCHOOL STATE SCHOOL NAME
LEVEL PROGRAM RCVD YEAR CODE CODE

CERTIFICATE CERTIFICATE CERTIFICATE CERTIFICATE
NUMBER NAME YEAR STATE

PLEASE ENTER SSNO AND PRESS ENTER 1400
PF1=SUBMENU PF5=HELP ENTER =INQUIRY CLEAR = EXIT

Figure 47. IR130, Education and Certificate
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SSNO Change Data (IR131) Data displayed on this program was entered through
PACT.

SSNO Change Datéigure 48) is Pgm. No. 131 on the Separation Information (IR132)

Current Data MenuHgure 8and10). This ’progre_lm dis- .. Separation InformatiorF{gure 49) is Pgm. No. 132 on
plays changes made to an employee’s social securit

) : ' . Ythe Current Data MenuFigure 9and10). This program
number. Information displayed includes previous and . . o
. . o displays a separation record aagplies in the data base
changed social security numbers, the organizational

structure and department codes, and the date that théjurlng the pay period.

processed pay period begins. Data displayed on this program was entered through

PACT, PRES Programs DP054, Lump Sum Leave Pay-
ments,PC-TARE (or other T&A entry system), and sys-
A correct social security number is required to query an tem generated.
IRIS program. Therefore, if the user receives an error
message indicating that the social security number inNote: Once the SF-1150 is generated (i.e., Prepare
not found, and believes it to be the correct number, Pro-Leave Record equals Y), all counters reflect a zero bal-
gram IR131 should be checked to be sure that it was notance. The lump sum fields and other fields contain data
changed. as appropriate.

N 000000000 AG * SSNO CHANGE DATA * XXIXXIXX IR131

SCREEN 000 NAME

SSNO CHANGED TO 000000000
SSNO CHANGED FROM 000000000
ORG STRUCTURE CODE AGCY
DEPARTMENT CODE

PROCESSED PAY PERIOD BEGINS 00 00 00

PLEASE ENTER SSNO AND PRESS ENTER 1400
PF1=SUB MENU PF5=HELP ENTER = INQUIRY CLEAR = EXIT

Figure 48. IR131, SSNO Change Data

SSN 000000000 AG * SEPARATION INFORMATION * XXIXXIXX IR132

SCREEN 000 NAME

PREPARE LEAVE RECORD PAY RAISE RATE LUMP SUM .00
FINAL TA RECEIVED SCD WGI 00 00 00

PREPARE RETIRE RECORD 0 SUPV MGR PROBATION BEGIN 00 00 00
RECORD STATUS CODE 0 PROBATION PERIOD START 00 00 00
PROCESSED PP 00 YR 00 PERSONNEL ACTION EFFECTIVE 00 00 00
LUMP SUM ENDING DATE HOURS .00 NATURE OF ACTION 2ND/AUTH 000
LAST DAY PAY STATUS FOR RET 00 00 00

* INTERMITTENT *

INTERIM LUMP SUM CODE ELAPSED CAL DAYS SINCE WGI 0000

DAYS WORKED SINCE LAST WGl 000 ELAPSED CAL DAYS TO CAREER 0000
DAYS WORKED THIS APPOINT 0000 DAYS WORKED ON ROLL 0000

PAID STATUS DAYS TO CAREER 000 ELAPSED CAL DAYS DURING PROB 0000
DAYS WORKED CALENDAR YEAR 000 ELAPSED CAL DAYS SCD 000
DAYS WORKED DURING PROB 000

PLEASE ENTER SSNO AND PRESS ENTER 1400
PF1 = SUB MENU PF5 = HELP ENTER = INQUIRY CLEAR = EXIT

Figure 49. IR132, Separation Information
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Separated Leave (IR133) Note: Once the SF-1150 is generated, all counters
reflect a zero balance. The lump sum fields and other

fields contain data as appropriate.

Separated Leaveigure 50) is Pgm. No 133 on the Cur-
rent Data MenuRigure 9and10). This program displays
leave information for separated employees. Information
is displayed for annual leave, sick leave, leave without
pay, absence without leave, absence without pay, dat
lump sum carried, suspension leave, and military leave

Severance Payment (IR134)

Severance Paymerftigure 51) is Pgm. No. 134 on the
Current Data MenuF{gure 9and10). This program dis-
eplays severance pay information. Information displayed
"includes total severance fund, biweekly and initial sev-
erance payment amounts, severance fund balance, date
severance pay begins, and the accounting distribution.
Data displayed on this program was entered through

PRES Program DP054, Lump Sum Leave Payments,Data displayed on this program was entered through
PC-TARE (or other T&A entry system), and system PACT (remarks section of the separation action) and
generated. PRES Program DP128, Severance Pay.

SSN 000000000 AG * SEPARATED LEAVE * XXIXXIXX  1R133

SCREEN 000 NAME

* ANNUAL LEAVE * * LEAVE WITHOUT PAY *  * DT LUMP SUM CARRIED *
LUMP SUM LV PAID .00 LV RETIREMENT RIF .00 RESTORED LEAVE 00 00 00
CARRYOVER BAL .00 SINCE WGI .00 OVER CEILING LV 00 00 00
ACCRUAL YTD 0000 DURING PROBATION .00 WITHIN CEILING LV 00 00 00
LEAVE USED YTD .00 DURING MGRL PROB .00 DATE LEAVE PAID 00 00 00
ACCRUAL REDUCTION 000

* SICK LEAVE * * ABSENT WITHOUT LEAVE * * SUSPENSION LEAVE *
EXPIRE FOR RET 00 00 00 LV RETIREMENT RIF .00 LV RETIREMENT RIF .00
CARRYOVER BAL .00 SINCE WGI .00 SINCE WGI .00
ACCRUAL YTD 000 DURING PROBATION .00 DURING PROBATION .00
LEAVE USED YTD .00 DURING MGRL PROB .00 DURING MGRL PROB .00
ACCRUAL REDUCTION 000
MINUS SICK LV CODE 0 * ABSENT WITHOUT PAY * * MILITARY LEAVE *
PROJECTED USE 00 00 00 EXCESS 30 DAY CNTR 0000 REGULAR HRS YTD .00

CONSECUTIVE DAY CNTR 00 REGULAR DAYS YTD 00
EMERGENCY HRS YTD .00

PLEASE ENTER SSNO AND PRESS ENTER 1400
PF1=SUBMENU PF5=HELP ENTER =INQUIRY CLEAR = EXIT

Figure 50. IR133, Separated Leave

SSN 000000000 AG * SEVERANCE PAYMENT * XXIXXIXX IR134

SCREEN 000 NAME

TOTAL SEVERANCE FUND .00

BIWEEKLY SEVERANCE AMOUNT .00

INITIAL SEVERANCE PAYMENT AMT .00

SEVERANCE FUND BALANCE .00

DATE SEVERANCE PAY BEGINS 00 00 00

ACCOUNTING DISTRIBUTION FY APPN CD
SUB LEVEL CODE

PLEASE ENTER SSNO AND PRESS ENTER 1400
PF1=SUBMENU PF5=HELP ENTER =INQUIRY CLEAR = EXIT

Figure 51. IR134, Severance Payment
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Severance Pay Computation (IR135) The fields listed below are system-generated fields, but
they may be changed to project severance payment

Severance Pay Computatidfigure 52) is Pgm. No. 135  amounts. Changes to fields are temporary andtoctd

on the Current Data Men®igure 9 and10). This pro- in IR135. The system reverts back to the data in the data-

gram displays the formula used to compute an base when IR135 is queried again.

employee’s severance payments. To display Screen 2

(Figure 53), press [PF2]. Screen 2 displays information Alternator-P/T Pay Period Worked/Yr (optional,

regarding the severance pay computation. numeric; 10 positions)Key in the number of pay peri-
ods the employee worked as part-time, the part-time

This program displays the projected weekly and tour of duty hours, and the part-time hourly rate. This

biweekly severance payment amounts based on thefield must be completed even if the employee was part-
information contained in the employee’s database time for the whole year.

record.

) ) ) Base—Pay Per Annum(optional, numeric; 11 posi-
This program is not used as a research tool but is rather ions). Key in the projected annual salaNote: The

calculation program used to project the_ severance Ioay'generated salary does not include annual premium pay
ment amount an employee would receive if entitled to ¢, standby duty or night differential

severance payments.

Generated fields may be changed to project the sever-The fields listed below are not system generated, but

ance payment amounts, and certain fields not generateéhey may be completed to project the severance amount.

may be entered. You may change the projected amount_ _ _ .
by completing and/or changing certain fields. Prior Severance(optional, numeric; 3 positionsKey

in the number of weeks/days if there were prior sever-
No actual severance payment will be made based on thi@NCce payments; otherwise, leave this field blank. Data is
projection. An actual severance payment is made based'€Ver system generated in this field.
on the processing of the separation action with Remarks _ ) N
Code N22 and the processing of PRES Program DP12g8Noncred SVC Dategoptional, numeric; 12 positions—

Severance Payment. MMDDYY). Key in the dates when noncreditable ser-
vice was performed, if any. If this field is completed, the
Access Instructions datesare converted to years and months and displayed in

IR135 may be accessed by either tabbing to the Screenihe ITess_Noncred|tabIe SVC portion of the Creditable
Menu option on the Main Menu and entering 135 or by Service field.
tabbing to the Screen option on the Current Data Menu
and entering 135. The Severance Pay ComputationThe remaining fields (listed below) are restricted and
Screen is displayed after selecting either of thesecannot be changed:
options. The social security number may be entered
either before or after IR135 is selected. Name
Date of Birth
Note: If the employee has a dual appointment and the Age at Separation
agency displayed is not the one desired, key in the Creditable Service
agency desired. Rate at Date of Separation
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SSN 000000000 AG * SEVERANCE PAY COMPUTATION *  XX/XX/XX IR135
SCREEN 000 NAME

SEPARATION DATE: 00 00 0000 V\;MM DD YYF\) PRIOR SEVERANCE: 00 WEEKS 0 DAYS
ALTERNATOR P/T PAY PERIODS WORKED/YR: 00 HRS WORKED/WK: 00 HRLY RATE: .00

DATE OF BIRTH: 00 00 0000 AGE AT SEPARATION 00 YEARS 00 MONTHS
CREDITABLE SERVICEﬁCD LV DATEOO 00 0000 LESS NONCREDITABLE SVC 00 YRS 00 MTHS)
= YEARS MONTHS
RATE AT DATE OF SEPARATION — WEEKLY: BIWEEKLY:
BASE-PAY PER ANNUM:
BA)?IC SEVERANCE ALLOWANCI)E( AGE ADJUSTMENT ALLOWANCE
X = X =

. (BASIC SEVERANCE ALLOWANCElg
“NONCRED SVC DATES | AGE ADJUSTMENT ALLOWANCE)
FROM TO | gOTAL EVERANCE PAY
PRIOR SEVERANCE PAY ADJUSTMENT)
TOTAL SEVERANCE PAY ALLOWABLE)
= BIWEEKLY PAY

PERIODS @ WITH A BALANCE OF
TO BE PAID IN A FINAL PAYMENT
>>>THIS COMPUTATION IS AN ESTIMATE. PRESS PF2 FOR FURTHER INFORMATION.

PLEASE ENTER SSNO AND PRESS ENTER 1400
PF1=SUB MENU PF5=HELP ENTER = INQUIRY CLEAR = EXIT

Figure 52. IR135, Severance Pay Computation (Screen 1)

IROO00H
ENTER=RETURN

THIS COMPUTATION IS AN ESTIMATE. MILITARY SERVICE AND
PREVIOUS RECEIPT OF SEVERANCE PAY WILL AFFECT ENTITLEMENT
AMOUNT. TEMPORARY EMPLOYEES AND EMPLOYEES ELIGIBLE TO
RETIRE ON AN IMMEDIATE ANNUITY ARE INELIGIBLE.

Figure 53. IR135, Severance Pay Computation (Screen 2)
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AnnualLeave Figure 54) is Pgm. No. 136 on the Current
Data Menu Figure 9and10). This program displays data
associated with annual leave, sick leave, annual leav
restored, U.S. Attorney leave, and donor leave.
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Data displayed on this program was entered through
PC-TARE (or other T&A entry system), TINQ, and
PRES Programs DP160, Record of Leave Data Trans-
ferred, and DP165, Authorization For Restored Annual
“Leave.

SSN 000000000 AG * ANNUAL/SICK LEAVE *

SCREEN 000 NAME
* ANNUAL LEAVE *

PLEASE ENTER SSNO AND PRESS ENTER

* SICK LEAVE *

CARRYOVER BALANCE .00 CARRYOVER BALANCE .00
ACCRUALS YTD 0 ACCRUALS YTD 0

LEAVE USED YTD .00 LEAVE USED YTD .00

CURRENT BALANCE .00 CURRENT BALANCE .

ACCRUAL REDUCTION 0 ACCRUAL REDUCTION 000
PART-TIME CARRYOVER HOURS .00 _PART-TIME CARRYOVER HOURS .00
LEAVE FORFEITED .00 SICK LEAVE ERROR 0

ACCRUED SES 0 FROZEN SICK LEAVE BALANCE .00

ANNUAL LEAVE ERROR 0

CARRYOVER PRIOR YEAR .00 * ANNUAL LEAVE RESTORED *
ANNUAL LEAVE CATEGORY 0 1ST RESTORED YEAR 00
LEAVE EARNING STATUS PP 1ST RESTORED HOURS .00

45 DAY CARRYOVER CODE 2ND RESTORED YEAR 00

45 DAY CARRYOVER HOURS .00 2ND RESTORED HOURS .00
INTERIM LUMP SUM CODE 3RD RESTORED YEAR

DATE CHANGED JULIAN 00000 CAL 00 00 00  3RD RESTORED HOURS .00
LEAVE CHANGED ID LEAVE RESTORED FORFEITED .00

PF1=SUB MENU PF5=HELP PF8=PG/DWN ENTER =

06/19/00 IR136

1400
INQUIRY CLEAR = EXIT

Figure 54. IR136, Annual/Sick Leave (Screen 1)

SSN _SSN 0000 AG 00 * ANNUAL/SICK LEAVE *

SCREEN 000 NAME
*US ATTORNEY LEAVE *
FROZEN ANNUAL BALANCE
FROZEN SICK BALANCE
FROZEN LEAVE RATE
DATE LEAVE FROZEN
* DONOR LEAVE *

APPROVED LEAVE DONOR CODE
APPROVED LEAVE RECIPIENT

.00
.00

.00
00 00 00

PLEASE ENTER SSNO AND PRESS ENTER

PF1=SUB MENU PF5= HELP PF7=PG/UP ENTER =

06/19/00 IR1361

1400
INQUIRY CLEAR = EXIT

Figure 55. IR137, Annual/Sick Leave (Screen 2)
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